
Home Screen 

Your Teams

To get into 
your 
assignments 
you must 
click on 
More.

This is where 
you can have 
educational 
conversations


Please see 
the Posts 
handout for 
uses and 
tips.

In this tab you can 
see all of your 
assignments for all 
of your Teams.

 

You can access 
each assignment 
and upload here.

This shows 
all of the 
Teams that 
you are a 
member of. 

It is really 
important to 
click on 
General 
under the 
Team name to 
enter the 
Team.

This feed gives you 
all the 
notifications from 
all of the Teams 
that you are a 
member of. 

Keep an eye on 
this regularly for 
updates from 
teachers 

Teams App (Mobile View)

In a specific TeamAssignments 

This is for mobile 
view to ensure that you can find 

all the most important 
tabs for learning
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Posts 

This is great for educational 
conversations with your class and 
teacher. You can ask your teacher 
for clarification on anything and 
they, or another student, can 
answer.


You can help out your class by 
responding to a question if you know 
the answer


If a teacher posts you can reply or 
give a thumbs up to acknowledge 
that you read it. 


This is the home screen for your Team. 


When posting include @TeachersName or if 
its for an individual @Students name so that 
they get a direct notification. You will see in 
the screen shot that the blue writing is 
where the student asked the teacher the 
question. 


Please use this for discussions on class 
materials. This conversation space is visible to 
all so keep that in mind when talking on it.


Always be mindful of others, just like in the 
classroom - every voice should be heard and 
every question is a learning opportunity for 
many. 


TipsUses 

This is a great 
opportunity for you, your class and your 

teacher to work together to 
help each other out when needed. 



 

Old Bawn Community School  
Office 365 Student Information 
2019/2020

Files 

Teachers may use this to upload a document for you. It could be a powerpoint 
presentation, a revision sheet, key notes or a sample answer. You can access these 
files to help you class work. 

Keep checking this tab for extra files as teachers may upload to this regularly.


This is the 2nd tab across the top of your Team.


You do have access to upload and save files in here but if it 
is not done in the assignments the teacher may not see it 
for feedback. 


Remember
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1. Click into the assignment that a teacher has 
set


2. The instructions will appear there, make sure to 
read them carefully. 


3. Click + Add work and search for the picture (if 
you were asked to do it into your copy and take 
a picture) or the file on your device. 
Alternatively, when you click add work you can 
click on + New file and this allows you to open 
a new document and type directly into it. If a 
teacher does not specify how to complete the 
work this is the best option as you have a word 
document typed and saved automatically.


4. If you want to add an audio file (MFL, Irish or 
Music) it needs to be uploaded to One Drive 
first. 


5. When you are finished make sure to click on 
Hand in on the top right hand corner. If you 
forget to do this, the teacher will not receive 
the work. 

This is where teachers will upload work for you to 
do. Teachers will create a file with a name, 
instructions and a deadline. Teachers will also be 
able to view your work and then correct it for you. 


Your assignments will be displayed in order of due 
date. 


Uploading an Assignment  

Once you hand in your work it moves 
from the assigned list to the completed 
list and the teacher can see it is handed 
in.

You can view the feedback and further 
instructions from the teacher and you 
may be asked to hand it in again. 

Completed Assignments  

Remember 

You have different teams for different 

classes - the assignments are 

only for that specific class in 
each Team

Use this for 
audio files or 
files larger 
than 50mb

This is to 
create a new 
document to 
submit

Use this to upload a file 
already on your phone 
like a photo of your work

Assignments 


