If after following all the steps in this document and you are still
having difficulty. Please contact your class teacher.

Step 1:
Access Office 365 login

hitps://www.office.com/

Click on signin

" Microsoft
Sign in

someone@ e:-:ample.com

Can't access your account?

Step 2:
Type in your child’s student number
e.g. 104372@student.poplc.gld.edu.au

Step 32: Type in your child’s password

B8 Microsoft

« 104372@student.poplc.gld.edu.au

Enter password

XTI}

Forgot my password



https://www.office.com/
mailto:104372@student.poplc.qld.edu.au

Step 4: Select Teams

i Office 365 Q & 7 a
Good afternoon, Darcy P search
Apps Install Office
2 a @ @ mE
Outlook OneDrive Word Excel PowerPoint OneNote SharePol

Explore all your apps —>

Step 5:

Select your child’s year level. Make sure the Teams icon is selected.

Microsoft Teams

Year 4 Year 5 Year 6

Please note that your child will only see their year level.



Microsoft Teams

< All teams

General

In this section ALL
students can
access their class
notebook.

| Team

Search for or type a command

Files Class Notebgok Assignments Grades —+

Open in browser v

| Bv| = B

O @

\

Posts

Students can
message the
teacher questions
or ask for
feedback (whole
year level).

They also have
access to a class
group (individual

classes).

Files

Students can
upload and
access shared
files.

Class Notebook

Students can
access their
OneNote and
Home Learning
Tasks — see more
information about

this section below.

Assignments &
Grades

These sections
came as part of
a template in
Teams.

Your class
teacher will
direct students
to the
Assignment
section when
necessary.

We will not be
using the
Grades section.
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Year 3 Teachers &

Click on the arrow to see the
contents and sections of the
notebook.

This is where students will see their
learning tasks.

Microsoft Teams - e —

< All teams 3 General Fosts Files Class Notebook Assignments Grades Year 3 Tasks PN O i ]

File Home Insert Draw View Help Class Notebook Open in browser v

v v B I U &£v Av e | iZviSv e B B e B

Year 3 =] Year 3 Notebook .
Mon April 20th
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> _Collaboration Space Thurs April 23rd
» _Content Library Fri April 24th

> 104068 - Ethan Camp...

> 104290\- Hannah McK...

> 104442 - Rhomas Doo...

> 104560 - Ly
l > 104664 - Samantha H...

+ Section + Page

Daily learning plans can be

Weekly folders of learning found here.

Your child’s\own notebook
folder. Please note you will
only see your child’'s name.
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Year 3 Teachers & This is where you will find the plan for the day.

the

https://app.seesaw.me/pages/shared_item?item_id=item.3
b4d1406-a784-4dac-bb39-
632850880f9e&share _token=eTkHOzX8RUWJ6vpSRJO0?
w&mode=share

JneNote App
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