A guide to uploading work to Microsoft Teams

Begin by navigating to your “‘Team’. From here, select Class Notebook.
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Your OneNote Class Notebook is a digital notebook for the whc
handwritten notes, attachments, links, voice, video, and more.

Each notebook is organized into three parts:

1. Student Notebooks — A private space shared between the teacher and eac
access every student notebook, while students can only see their own.

2. Content Library — A read-only space where teachers can share handouts w

3. Collaboration Space — A space where everyone in your class can share, or¢
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This will open up the Class Notebook tab. This may take a moment to load fully. Select the Open
Navigation Panel arrow. Here you will find Sections and Pages. Your name should be under
the Sections tab containing two pages, Handouts and Class Notes. You can rename these if you
like by right clicking on them. Press the ‘+’ to create new pages. To edit a page, click on the open
page.
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Upload work to these pages by selecting ‘Insert’ tab. From here you can upload images, PDF’s
and Power-point files.

¢ e

< Allteams ¥ General Posts Files Class Notebook Assignments 2morev -+ 20 @

< ; ;
File Ho w  View Help v Open in browser v (@
[ Table v MGilamuee® Picture v @ Link (& Audio () Symbol v | e+

Illustration 2nd year gro... ***

> Class Notes

07 May 2020 09:31

General




