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A pupil guide:
How to use Teams as part of your
remote learning (lessons online)



-Go to the school website
www.venerablebede.co.uk

-Go to resources

-Select OUTLOOK and login. If you have any problems with logging in
please speak to your tutor or use the report an IT problem button on
the resources page.


http://www.venerablebede.co.uk/

Where to find resources?
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Where to find Outlook?
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Any issues logging in please use the support button on the resources
page.
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Click on the nine white dots at the top left of the page.
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From the menu select TEAMS

@ Resc |$ Help |$ Gene |$ Gene E EX @ Tean |® Tean |$ Cale |=. Gett |=. Shift |& Distz | @ Hom |$ Micr |$ Micr |Eﬁ Catc |=. Tran: | & how | + - X
&« C 0 8 outlook.office.com/mail/drafts/id/AAQKADZ|ZjUxOTA2LTg2NDgtNGQ2YSThMDKSLTIzNDAOYWWhYzFmNwAQAEajjdSSFQBLIHTUNSM3AI%3D ® ¥ = o
i Apps
Office 365 ® @ 0 & ? =3 VicoriaDaGama Ve,
== Mandy Wood - Careers
— Tomorrow 08:00
Apps

* Filter ~

R Outiook a

W e

@ roveroint [P oneNote
i
I
>

OneDrive

Excel

Teams

Q SharePoint
m Sway

@ Class Notebook

Forms

Dynamics 365

Nothing in Drafts
v To Do irt writing something fabulous.

All apps >

Documents

New @ Join Fin Group




In this window you will see your ‘TEAMS” which are your classes.
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Click on your class and you will see the instructions from your teacher. In
this feed your live classes called ‘meetings’ will appear.
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Click on this link and then click join. Your meetings are also scheduled in
your calendar.
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Check your video and sound are switched off (move the slider to the left of your screen)
Click join now
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Key information when using TEAMS for your lessons:

- Video and sound should always be switched off
- No communication between pupils is permitted

- A schedule of lessons will be issued. These will also be saved in your
calendar.

- You should join the lesson at the scheduled time

- Lessons will last approximately 30 minutes. There will be independent
tasks for you to complete will be in foldr as usual

- Lessons will be available for you to review within the ‘TEAM’ feed
(see slide 9)
- You can contact your teacher via email if you have a query.



