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Sign in to Office 365

0 Office 365 Login | Microsoft Offic X + v —_ a X
& C @ office.com 2 2 O &
HE pa: 5 : o
@ Microsoft | Microsoft 365 Products ~  Resources ~ Templates  Support My account Buy now All Microsoft + \5«‘/,

3-0

Office is becoming
Microsoft 365

The all-new Microsoft 365 lets you create,
share and collaborate all in one place with

your favorite apps You will be prompted to create a new password and will also

Bz Get Offce need to authenticate your account

/ See the Office 365 Login Instructions handout on the Blue
Quills website under Student Services, Student Online
Resources

First time sign in click on Sign in button and enter your
unbq.ca email address and password Earth01$

Sign up for the free version of Office->


https://bluequills.ca/Documents/Office-365-Login-Instructions.pdf

Sign in to Office 365

© Login | Microsoft 365 X + v — X
& C & office.com 2 4 #» 0O 2

| | FVH . . N\

m  Microsoft | Microsoft 365 Products ~  Resources ~ Templates  Support My account Buy now All Microsoft + \\/Qy

3-0

Demo, you're signed
out now.

e Sl o
i After your first sign in you will only have to click on the sign
s in button and enter your password. Your username is

L remembered

Switch to a different account — -

. —y ','- “’i g .|w"""'”f_ - 3 /
Forget this account z .




Sign in to Office 365

) Office 365 Login | Microsoft Offc X~ = v - X
< C & office.com 2 % 0O a
HE pa; " ‘ o5
m Microsoft Microsoft 365 Products ~  Resources ~ Templates  Support My account Buy now All Microsoft ‘\,Qy

3-0

Hello, Demo.
Welcome back.

Sign in as demo.staff@mybluequills.ca

BT you are going to be signing in with a different account click
Swich o2 difefetE ety on Switch to a different account >

Not Demo? Forget this account /




Sign in to Office 365

a Office 365 Login | Microsoft Offic X + N - X
& C @ office.com 2 Y 0O &
=. Microsoft | Microsoft 365 Products ~  Resources ~ Templates  Support My account All Microsoft QQ)

3-0

Hello, Demo.
Welcome back.

Email address

I Enter the email address for the account you wish to use and
Switch to a different account then Slgn |n .
Not Demo? Forget this account / ?;‘:o;“‘ - :



§ Home | Microsoft 365 * + v —
&« C & office.com/7auth=2 =2 & » 0O a
Microsoft 365 0O Search =) & ”

a Z
| I T
i@ (B0 fo® i3
3 e 8 & i F

’ B

Q
‘8
3 - i o

£l

[s]

;"F
-3
3

Office 365 Home Screen

fJ = 6 The Office app is becoming 1 X

Click on the Install apps button to install
the Office 365 apps (Word, PowerPoint,
Good afternoon, Demo . Install apps -
etc.) to your computer. This allows you to
Quick access . .
. v work on assignments, projects, etc.
All Recently opened &2 Shared

without being on the Internet.

I
oo
[=u]

oad

A

No recent content

Create a new document or upload one to get started. M Feedback



Office 365 Home Screen

@ Home | Microsoft 363 * + w = *
&« C & office.com/7auth=2 =2 & » 0O a
. J N
Microsoft 365 O Search 73 02 ? (bps)
NS
; 0 = c The Office app is becoming the new Microsoft 365 app. your home to find, create, and share your content and ideas. Learn more X
ome

o
@
a2
i

8 Good afternoon, Demo Install apps -
'y Content

Quick access
Cutloo m (D) Recently opened 88, Shared % Favorites f T Upload = BB

Click on the Teams button to go to Teams

"“ ﬁ g ﬁ i ﬂ
5 5 i
2 2 e

I
m

e

“ ?
A

No recent content

Create a new document or upload one to get started. M Feedback



Choose How You Want to Use Teams

) Microsoft Office Home X i Microsoft Teams - loading X + W — X
c 8 teams.microsoft.com/_#/7Im=deeplink&Imsrc=officeWaffle&login_hint_safe=demo.staff@mybluequills.ca = Y o a

Microsoft Teams

ot - ==
& - =
| ?
B s G

Download the Teams desktop app
and stay better connected.
IR Unless you have Installed the apps
se the web app instead On your Com pUter yOU Wi” Want tO
click on Use the web app instead

rivacy and Cookies @ 2022 Microsoft

Waiting for teams.microsoft.com...



Joining your Team (Classroom)

ﬂj | M Inbox (77) - anne.blower@mybl. X | («] Home | Microsoft 365 * * Microsoft Teams x —|— = o e
< C 31 httpsy//teams.microsoft.com/_#/school/teams-grid/General 7ctx=teamsGrid FANENCY 6 = :
G Google & Signin—Googleac.. @f Microsoft Admin a Sign In - Zoom EB Exchange Admin C... E Outlook — free pers...  # Malwarebytes | Log In < University.. €3 Office 365 Login |... > [[7] Other favourites

Q. Search

Q . +
R Teams £ &g Join or create team

* Your teams

All of the classes you have been

= added to will appear here. Click on

the class you wish to join at this
Comp 100 Comp 300 .
time.

g 0

€
&



Welcome to Your Team

(1w} | M Inbox (77) - anne.blower@mybl. X | €3 Home | Microsoft 365 X | @@ General (Comp 100) | Microsoft ™ X | == = [ x
& G o] https://teams.microsoft.com/_#/school/conversations/General?threadld=1%:cxm8QoM7ugDAd7PT_Ks6UFKgfD1mD_2PBrAjyMJIENQ1@thre., M a \f’é {é :
G Google & Signin-Googleac.. QB Microsoft Admin o Sign In - Zoom Eﬂ Exchange Admin C... E Outlook - free pers.. W Malwarebytes | Log In < University.. €3 Office 365 Login |... > [] Other favourites

m o q

o Click on All teams to go

= < All teams

0 Meet  ~ () - +
back and view all your ‘
o]

teams at any time

NI
T

8

1

w my
i
3=

Comp 100 +
Welcome to Comp 100

Home page
Try @mentioning the class name or student names to start a conversation.
Class Notebook

Assignments

Grades N _’

Reflect s
(oL

Channels :

oo General

Pl

Week 1 - Introduction and Email
Week 2 - Internet
Wieek 3 - Operating System

(7
s

[ New conversation

¢
&



Team Classroom (General Channel)

(1w} | M Inbox (77) - anne.blower@mybl. X | €3 Home | Microsoft 365 X | @@ General (Comp 100) | Microsoft = X | - = [m] x
< G ] https://teams.microsoft.com/_#/school/conversations/General?threadld=1%:cxm8QoM7ugDAdTPT_Ks6UFKgfD1mD_2PBrAjyMJIEnQ1@thre.. A e \,',"g',- {‘5 : EI
G Google & Signin—Googleac.. @f Microsoft Admin o Sign In - Zoom Eﬂ Exchange Admin C... E Outlook — free pers..  #W Malwarebytes | Log In < University.. €3 Office 365 Login |... > [[7] Other favourites
E E E icroso O\ o q
A i
5 < Allteams ﬂ General Posts Files 0 Meet  ~ () - +
Comp 100 +

@ . Welcome to Comp 100

Home page
e Try @mentioning the class name or student names to start a conversation.
= Class Notebool

Assignments

(N Grades . J
= Reflect
X
Channels :

oo General
Week 1 - Introduction and Email
Week 2 - Internet

Wieek 3 - Operating System

¢
&



Team Classroom (General Channel)

< All teams

Sample Class

Home page
Class Motebook
Classwork
Assignments
Grades

Reflect

» Main Channels

General
Week 1 - Introduction

Week 2 - Email

ﬂ General Posts Files

DI«B Demo Instructor Tuesday 6:51 PM

Welcome!

Looking forward to meeting everyone!

os, Reply
@ Assignments Thursday 846 PM  Edited

Email Review

Due Sep 18

(* starta post

You will see posts from
your instructor here in
the General channels as
well as assignment and
links to join online
classes.

If your instructor is using
additional channels
posts, assignments, and
links for online classes
will appear under those
channels.



Team Classroom (General Channel)

< All teams E General Posts Files
DI«B Demo Instructor Tuesday 6:51 PM
Welcome!
Sample Class
Looking forward to meeting everyone!
Home page
Class Motebook
s, Reply
Classwork
Assignments
Erates Q Assignments Thursday 846 PM  Edited

Reflect
Email Review

» Main Channels Due Sep 18

General Students can click on the
Week 1 - Introduction Sta rt d pOSt buttOn tO

Week 2 - Email
eek 2 - Emai add posts to the

channel.




Channels

Teams uses channels to organize your classes

In addition to the General Channel
your instructor may add additional
channels. You can go to these
channels to see links for meetings,
assignments, etc. for that week or
topic.

C1

Comp 100

Home page
Class Notebook
Assignments
Grades

Reflect

Channels

General

Week 1 - Introduction and Email
Week 2 - Internat

Week 3 - Operating System

If no channels are listed

all information will be in
the General channel




Chat

You can use the Chat ﬂ General Posts Files
feature to communicate —_—

with your instructor
individually or with
other students. Welcome!

Dlﬂ Demo Instructor Tuesday 6:51 PM

@ Looking forward to meeting everyone!
Home page
Aszignments

Class Notebook

= os, Reply
Classwork S
Calendar

Assignments
% Grades @ Assignments Thursday 8:46 PM  Edited
Calls

Reflect
Email Review

» Main Channels Due Sep 18
General
Apps Week 1 - Introduction
Week 2 - Email

[ Starta post



Chat

@ Stay in the know. Turn on desktop notificr—--

@

Activity
Chat
[1-1]

Teams

=

Assignments

Calemdar

Chat

= Pinned

Ds
(-]

Demeo Student (You)

. Mew chat (Alt+N) |

= Dsg Demo Student (You)

Click on the New chat
button to start a

conversation with
someone.

Chat Files

This is your space

This chat is just for you..with you. Use it for drafts, send files to
yourself, ar get to know chat features a little better.



To: Enter name, email, group or tag

Click in the To: box and
begin typing the name

of the person you want ¥

to chat with. e

Click on
Send button

You're starting a new conversation

Type your message

Type a message A O B+ B

Type your first message below,




oining Online Lectures via Calendar

© Home | Microsoft 365 x * General (Comp 100) | Microsoft 7 X +

< c

& teams.microsoft.com/_#/school/conversations/General?threadld=19:cxm8QoM7ugDAd7PT_Ks6UFKgfD1mD_2PBrAjyMIJIEnQ1 @thread.tacv2&ctx=channel o Q |© r » 0O a

Microsoft Teams Q, search

< All teams

L u General Posts Files +

C1

Welcome to Comp 100

Click on the Calendar
button to go to your
calendar

Choose where you want to start

5\0 J e
General

Upload Class Materials Set up Class Notebook
Week 1 - Introduction and Email

Channels

Wieek 2 - Internet

Week 3 - Operating System

€



Joining Online Lectures via Calendar

€ Home | Microsoft 365 * ﬁ Calendar | Microsoft Teams x + w = *

&«

C & teams.microsoft.com/ _#/calendarv2 o Q = w ¥ O a

Microsoft Teams

D ID

!
o

E &

]

=

i@ P

Apps

Il
»

I

b

o

1]

8 Calendar 4t Join with an ID 1 Meet now
[ Today < > MNovember 2022 ~~ =) work week
e 22 = You will see your scheduled online
meeting posted on the day and time it is
scheduled
Click on the scheduled
block to join the online
meeting
:

Your online meeting will also appear under the General channel or a specific channel depending on

how your instructor has set it up.




Joining Online Lectures via Calendar

& Home | Microsoft 365 * ﬁ Calendar | Microsoft Teams x + w = *

&« C & teams.microsoft.com/ _#/calendarv2 o Q = w ¥ 0O & :

Microsoft Teams Q. Search

_Q =N Calendar 4 Join with an ID 1 Meet now
@ [ Today < »  MNovember 2022 -~ = work week
. 21 22 o L 24 25

Tor s Manday Tuesday Rhdeascs Thursday Friday

Week 1 - Introduction and Email

@”E L 1M

A Mov 24 2022 1:00 PM - 4:00 PM Week 1 - Introduction and Email
Demo Student
g = -
Calendar

e | Click on the Join

&2 https://teams.microsoft.com/l/meetup-join..

button

] 3PM

B cComp 100 = Week 1 - Introduction and

Email
(=) Chat with participants j =
4 P
0o Demo Student
~ Organizer
5 PM
@ & PM

o



Joining Online Lectures via Channel

€ Home | Microsoft 365 * ﬁ General (Comp 100) | Micrasoft = X + w = *
&« c & teams.microsoft.com/_#/school/conversations/General?threadld=19:cxm8QoM7uqDAd7PT_Ks6UFKqfD1mD_2PBrAjyMJIENnQ1 @thread.tacv28ictx=channel o & |& ¢ » 0O 2
Microsoft Teams Q, search
9 < Allteams ' General Posts Files + 0 Meet  ~ (1)
-
ate
([ ]
| Tzam
Comp 100
= Click th Welcome to Comp 100
Home page IC On e
. Choose where you want to start
Class Notebook
e Assignments Channel for the
Q) Grades

- class you are

D gt attending. In this dL J' ‘ 1/

Channels example: click on
General Upload Class Materials Set up Class Notebook
Week 1 - Introduction and Email We e k 1 w

Week 2 - Internet

Introduction and

Week 3 - Operating System

Email for your first
2 class.

[



Joining Online Lectures via Channel

You will see a
DI. Demo Instructor Wednesday 8:37 PM purple bar. This is
your link to join the

= Week 1 - Introduction online session.
Wednesday, September 4, 2024 9:00 AM CIle on the J0|n

S5cheduled a meeting

. Week 1 - Introduction

Wednesday, September 4, 2024 9:00 AM

1 replies from Demo Instructor



Joining your Online Lectures

Meeting in "Week 1 - Introduction”
Wednesday, Sep 4 . 9:00 AM - 12:00 PM MDT . 1 other joined

g} Computer audio (/]

P

Logitech Mono H&50e

¢ @

R Room audio

[ ] D 7% Background filters £s3 04 Don't use audio

) 1T
Camera Set Background cncel (I

On/Off filters



Joining your Online Lectures

Meeting in "Week 1 - Introduction”
Wednesday, Sep 4 . 9:00 AM - 12:00 PM MDT -« 1 other joined

| ‘]]I Computer audio

Logitech Mono H650e

b4

¢ @ Microphone
On/Mute

QE Room audio

[ [} I) #8% Background filters £e3 L4 Don't use audio



Joining your Online Lectures

Meeting in "Week 1 - Introduction”
Wednesday, Sep 4 . 9:00 AM - 12:00 PM MDT . 1 other joined

| ‘]]I Computer audio (/]

it

Logitech Mono H&50e

' @

Click on Join
now to
begin
session

QB Room audio

8« @ & Background filters £s3 Byl  Don't use audio



Joining your Online Lectures

o -
O  04:3313 H & O ) 25 ¥ N & m
Chat People Raise React View Apps More mera Mic Share




Joining your Online Lectures

Show Raise your Change More Microphone End
Conversation hand your view Actions On/Mute Session

S .‘
: A - -
Chat People Raise React View Apps Maore Camera ic Share

Show Send a Add an Camera Share
Participants Reaction App On/Off Content



Joining your Online Lectures

2 &0 © B B - N . ¢ @ pra.

O  04:40:25
Chat People Raise React View Apps More Camera Mic Share
i | Participants X
E
o o o Type a name

Participants i 2

¥ |n this meeting (2) Mute all
DS Demo Student L
DI Demo Instructor \!,

Organizer

¥ Suggestions (3)

DFO Demo Faculty

x

DSO Demo Student10

AB@ Anne Blower




Joining your Online Lectures

O 0441:22 P & ¢ © B N &

Chat People Raise React View Apps More Camera Mic Share
ﬁ F Meeting chat X
Show
Co nve rsatio n Demo Instructor Wednesday 8:37 PM

Di. Scheduled a meeting

Thursday

(N Thursday 8:14 PM  Meeting ended: 2h 10m
1s

Today
(1 11:17 AM  Meeting started

Type a message

b ©@ P + P




Joining your Online Lectures

More

Actions
O  04:42:17 H & 0 © B N &
Chat People Raise React View Apps More Camera Mic Share

® Record and transcribe

2. Video effects and settings
% Audio settings

Al Language and speech

§83 Settings

@ Help




Joining your Online Lectures s

Content

~>

O 04:47:34 H & 06 © B N 8

Chat People Raise React View Apps More Camera Mic Share

Share content

l;] Screen, window, or tab
Choose what you want to share

Microsoft Whiteboard
Start Whiteboard

PowerPoint Live

See your notes, slides, and audience while you present.
B+ YouTube
B+ First Nations Games
B+ Presentation2
@ Presentationl
g Comp 125

B Presentation




Joining your Online Lectures

Choose what to share with teams.microsoft.com

The site will be able to see the contents of your screen

Microsoft Edge tab Window Entire Screen

Jnining your Cnline Lectures

Click to select screen to share

Click to Share your Audio

d) Also share system audio ®

Click Share m Cancel



Files/Folders — General Channel

':' Microsoft Office Home X ﬁ General (Comp 100) | Microsaft = X + W = X
& c B teams.microsoft.com/_#/school/FileBrowserTabApp/General?threadld=19:Ac9sBTIXmFVvPVpmrmYQnuySNEBrTMI2BEHMo T Mxqs81@thread.tacv2 Bicte=channel 2 % O &
B < General s s Click on Files to see any files or ="
S) rues - folders that have been uploaded - + o
| i Documents > General
@ comp 100 D Name - Modified Modified By + Add column
Home page «#  Class Materials Demo Staff
Class Notebook
Assignments
Grades Your Instructor may have
Reflect .
nights files or folders located
N here in the General
Genera channel. Files or folders
e can also be located in
D ek nteme other channels.



Sharing Files/Folders — Other Channels

< All teams Week 1 - Introduction Posts  Files +  MNotes h o~ -

T Upload B Editin grid view [ Share G2 Copy link — All Documents i 0

Week 1 - Introduction

Sample Class

E] Name ™ Meodified Modified By + Add column
Home page
Class Notebook M= Sample Class Outline.docx Wednesday at 7:20...  Demo Instructor
Classwork

Assignments

The outline for this sample
class was uploaded to the
Week 1 — Introduction channel



Sharing Files/Folders — Other Channels

& Home | Microsoft 365 b4 ﬁ Week 1 - Introduction and Email X =+ e - >
&« c @ teams.microsoft.com/_#/school/FileBrowserTabApp/Week%201%20-%20Introduction%20and%20Email?threadld=19:d7b938fa260242dfaedB8780a0e1f3d8d@t.. @ & v N O &
Microsoft Teams Q, search
pl " " "
R ¢ Allteams n Week 1 - Introduction and Email Posts Files «  Notes 0 Meet -~

=y = TE =i S = — =
L/ C1 I Upload ~  E Editin grid view = Share ~ I3 Sync 4+ Download --- = All Documents W @

| 3 Folder \ail
@ Comp 100 v | |8 Word doument Click on New to create a
B! Excel workbook

s e ) folder or a new file.

i . B PowerPoint presentation
Class Motebook
Calenda Assignments @] OneNote notebook
(S Grades B¢ Forms for Excel
- Reflect o )
[B @ Visio drawing
Channels & Link
General ¢ Edit New menu

Week 1 - Introduction and Email - Add template

Week 2 - Internet

Wieek 3 - Operating System

This folder is empty

¢



Sharing Files/Folders — Other Channels

© Home | Microsoft 365 * * Week 1 - Introduction and Email X + 4 - X
&« (& & teams.microsoft.com/_#/school/FileBrowserTabApp/Week%201%20-%20Introduction%20and%20Email?threadld=19:d7b938fa260242dfaed8780ale1f3d8d@t... @ |© W » 0O a :
Q. . . _
e All teams Week 1 - Introduction and Email rosts Files Notes O Meet  ~
=
= C1 T Upload ~ E Editingridview 1= Share ~ 3 Sync 4 Download - = All Documents ~ ¥ @
Lhat
Y Fil
i Week 1- Introdu¢
Teamz Fold
Comp 100 claer
D MName - Modified Maodified By + Add column -
Template
Aszignments
B Home page
Class Motebook
Calendar

Assignments

Q  Grades Click on Upload to copy

s Reflect

o an existing file or folder
from your computer.

Channels

General
Week 1 - Introduction and Email

Week 2 - Internet

Apps i X
Week 3 - Operating System

This folder is empty

o)
NS
Help

¢



aring Files/Folders — Other Channels

ﬂ Microsoft Office Home X * (1) Week 1 - Introduction (Comp X =+ g - X
&« C 8 teams.microsoft.com/_#/school/FileBrowserTabApp/Week%201%20-%20Introduction?threadld=19:d36ff5d9bd634935aa7ff39bc845bf5a@thread.tacv2&ctx=channel W |& ¢ o a
. < All teams Week 1 - Introduction Posts  Files ©+  Notes 1 Meet  ~
E) C1 T Upload v E Editingridview & Share v 2 Sync - = All Documents v~ % @
fi'] Week 1 - Introdu Fles
Teams
Comp 100 Folder
@ D Name -~ Modified -~ Moaodified By ~~ + Add column ~~
Template
ez (g @] _\ICDmp 100 Qutline.docx 37 minutes ago Demo Staff
Class Notebook
e Assignments
Grades Folders uploaded from
Reflect A
‘ your computer will be
= nsights
copied to Teams (All the
Channels . . « .
o files in the original folder
Genera
Week 1 - Introduction are Copied aS We”)
Week 2 - Internet
I/_\I

r -
T (-
T

Week 3 - Operating System



Sharing Files/Folders — Other Channels

(& select Folder to Upload >
y « Docu.. » Comp125- Fall 2022 » v 0 Search Comp 125 - Fall 2022
Organise = Mew folder == - 0
B This PC & Mame " Date modified Type
§ 3D Objects Assignments 2022-10-06 2:30 PM File folder
I Desktop Challenge Exam 2022-10-27 11:57 AM File folder
& Documents Cormputer Literacy 2022-10-13 2:53 PM File folder
Email 2022-11-06 4:07 PM File folder
¥ Downloads Internet 2022-10-13 2:05 PM File folder
d Music Midterm 2022-10-28 1:07 PM File folder
| Pictures Operating System 2022-10-13 2:31 PM File folder
B videos Word 2022-11-03 2:36 PM File folder
i TISD0335000 ()
- WSE Drrve (D)
- KINGSTOM (E:)
- USB Drive(F) w» <« >

Folder | Email

Upload Cancel




Sharing Files/Folders — Other Channels

ﬂ Microsoft Office Home b4 * (1) Week 1 - Introduction (Comp X =+ W = >

& C 8 teams.microsoft.com/_#/school/FileBrowserTabApp/Week%201%20-%20Introduction?threadld=19:d36ff5d9bd634935aa7ff39bc845bf5a@thread.tacv2&ctx=channel W |& ¢ o a

Microsoft feams Q — Upload 12 fles to this ste?

) This will upload all files from "Email". COnly do this if you trust the site.
‘r_ﬂ;_ < All teams \

1 Meet  ~
= .
i__'_/ C1 m T Upload = 5 Editin grid view [ Share ¥ .= Sync - = All Documents ~ %

fi'] Week 1 - Introduction - CI ick O n U ploa d to
Teams
Comp 100
8 [ Namew com plete the cO py odified By + Add column v
] FlEme e @] _\ICDmp 100 Qutline.docx 37 minutes ago Demo Staff
Class Notebook
e Assignments
Grades
Reflect
= Insights
Channels
General

Week 1 - Intreduction

Week 2 - Internet

N
o W/

Week 3 - Operating System



Assignments

& Home | Microsoft 365 * 3 General (Comp 100) | Micraosoft © X + w = *
< Cc 8 teams.microsoft.com/_#/school/conversations/General?threadld=19:cxm8QoMTuqDAdTPT_Ks6UFKgfD1mD_2PErAjyMJIEnQ1 @thread.tacv2B&ctx=channel Q 2 W » 0O &
Microsoft Teams Q, search
m%:- < Al teams ﬂ General Posts Files 0 Meet | ~ (i) o
Chat C1
2ams Pt
Comp 100 ()
A__.@ N Welcome to Comp 100
FanmEnE Home page o .
Try @mentioning the class name or student names to start a conversation.
Class Motebook
Calendar

Assignments Click on ASSignmentS

% Grades . J
s Reflect . "
A= Channels :

oma General

Week 1 - Introduction and Email

Week 2 - Internet

Apps .
Wieek 3 - Operating System

Help

€



Assignments

& Home | Microsoft 365 * 3 General (Comp 100) | Micraosoft © X + w = *
< Cc & teams.microsoft.com/_#/school/classroom/General?threadld=19:cxm8QoM7ugDAd7PT_Ks6UFKgfD1mD_2PBrAjyMJIEnQ1@thread tacv28ctx=channel&isTea.. & |& ¢ » 0O &
Microsoft Teams Q, search
Q Aa :
actity ¢ Alime Assignments 2 C
g?: C1 Assigned  Completed

Comp 100 Email Review 10 points
N @ " Due December 21, 2022 4:00 PM
ESIgNMEnts
. Home page
Class Motebook
Calendar

. psirmens All Assignments will be
O et listed here
D

A= Channels

General
Week 1 - Introduction and Email

Week 2 - Internet

Apps .
Wieek 3 - Operating System

Help

¢



< All teams

Sample Class

Home page
Class Motebook
Classwork
Assignmenis
Grades

Reflect

+* Main Channels
zeneral

Week 1 - Introduction

Week 2 - Email

Assignments

General Posts Files

os  Reply
@ Assignments Thursday 8:46 PM  Edited

Email Review

Due Sep 18

View assignment

@ Assignments Thursday 2:47 PM

v} Assignment due date has been changed.

os. Reply

[* Starta post

Assignments are also
listed in the General
channel or specific
channels based on
how your instructor
has set up the class.



Assignments

& Home | Microsoft 365 * ﬁ Calendar | Microsoft Teams * + g - X
& C & teams.microsoft.com/ #/calendarv2 Q =2 %« » 0O &
Microsoft Teams Q, Search
0 — - .
n=ey N Calendar $ Join with an 1D 1 Meet now + Newmeeting | v
'/%\ [ Today < »  December 2022 = work week
Chat
- 19 20 21 22 23
Tomrre Maonday Tuesday ‘Wednesday Thursday Friday
Aszignments
. 3Pm
@
Calendar . "
Email Review

Comp 100

D Assignments will also
appear on your
calendar if your

instructor has checked
off that feature when

s creating the
assighment.

& PM

Apps

¢



< All teams

SC

Sample Class

Home page
Class Notebook

Classwork

Assignments

Grades
Reflect

Assignments

E Assignments

Upcoming Past due Completed

Sep 18th Wednesday
Click on the
Email Review .
e 2t 100 B assignment you
want to open.

Q. Search by assignment title

2 points
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SC

Sample Class

Home page
Class Motebook
Classwork
Assignments
Grades

Reflect

+* Main Channels
General

Week 1 - Introduction

Week 2 - Email

Assignments
E Assignments

< Back
Email Review Points
Due September 18, 2024 1:00 FM 2 points possible
Instructions
A short revi . .
Click on the More attachment options button (the 3 dots) to

My work select how you want to open the assignment.

@= Email Review.docx e

2 Attach 1+ New @ OpeninTeams

@ Open in Word
@ Open in Word Online

Download

|
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SC

Sample Class

Home page
Class Motebook
Classwork
Assignments
Grades

Reflect

» Main Channels
General

Week 1 - Introduction

Week 2 - Email

Assignments
E Assignments

< Back
Email Review Points
Due September 18, 2024 1:00 PM 2 points possible

Instructions

A short review of the basic email topics discussed in class.

My work
@z Email Review.docx "
Q) Attach  + New W Openin Teams

Open in Teams or Open in
Word Online to complete your
assignment in the online

version of the app. 1 Download

@ Open in Word

@ Open in Word Online



Assignments

ﬂ Document.docx b4 ﬂ Email Review.docx x | ﬁ General (Comp 100) | Microsoft 7 X | =+

< c

& mybluequillsca-my.sharepoint.com/personal/demo_student_mybluequills_ca/_layouts/15/doc.aspx?sourcedoc={e1379a69-2339-49d9-8488-624a0398c 159} &action...

Word Document - Saved + L Search (Alt + Q)

e vy » 0O & :

File Home Insert Layout References Review View Help

VAL DR |~ Share 1 Comments | A~ Catch up

by oy B 8 £ F|

Dy Fv & |Ca|'|briBoId v|14 v| A AIB|I U 2v Av A | =visy & =

Il
<

This is what the assignment would
look like in the Teams option. (It
opens in Word online)

Email Quiz

Highlight the correct answer for each question.

True or False? Webmail is accessed using a software application for retrieving, presenting, and
traversing information resources on the World Wide Web called a web browser. Highlight the

correct answer.
a. True
b. False

2. True or False? The To: field of an email message can hold only one address—addresses for
additional recipients must be placed in the Cc: or Bee: boxes. Highlight the correct answer.

a. True

Page 1of32 378words English (US.) Text Predictions: On  Editor Suggestions: Showing

— —Ii + 100% [JFit Give Feedback to Microsoft
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Q Home | Microsoft 365 b4 ﬁ (3) General (Comp 100) | Microsc X +

&«

Cc & teams.microsoft.com/_#/school/classroom/General?threadld=19:cxm8QoM7ugDAd7PT_Ks6UFKgfD1mD_2PBrAjyMJIEnQ1@thread tacv28ctx=channel&isTea.. & |& ¢ » 0O 2

Microsoft Teams

Q. Search

‘@ ® f

i@ B

¢

< All teams

C1

Comp 100

Home page
Class Notebook
Assignments
Grades

Reflect

Channels

General

Week 1 - Introduction and Email
Week 2 - Internet

Wieek 3 - Operating System

Assignments

< Back

Email Review
Due December 20, 2022 11:59 PM

Instructions

\one
My work
o= Email Review.docx

# attach  + New

]
=
o=

&

Cpen in Teams
Open in Word
Open in Word Online

Download

Points
10 points possible

Open in Word
to complete
your
assignment in
the installed
version of the
app from Office
365.
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AutoSave

B Email Review & + Last Modified:

ago v

Fle ~ Home Insert Draw Design  Layout  References  Mailings  Review  View

i Calibri (Body) ~/14 ~ A" A" Aa~ A

- 2 v v A~
~ < Format Painter Uvse x x| A -

£ Search

Help

51 Styles

Email Quiz

Highlight the correct answer for each question.

True or False? Webmail is accessed using a software application for retrieving, presenting, and
traversing information resources on the World Wide Web called a web browser. Highlight the
correct answer.

a. True

b. False
True or False? The To: field of an email message can hold only one address—addresses for
additional recipients must be placed in the Cc: or Bec: boxes. Highlight the correct answer.

a. True

b. False
An email is used to send word processing documents, spreadsheets,
photos, and music clips along with an email message. Highlight the correct answer.

a. Forward

b. Reply

c. Attachment

d. Follow-up

is the term used to refer to electronic junk mail. Highlight the correct

answer.

a. Virus

b. Phishing

c. Netiquette

d. Spam

5. True or False? An email thread (conversation) consists of an original message and all of the

Clipboard (51 Font (] Paragraph
1
2
3.
4.
Page 1 of 3 [R  English (United States]  Text Predictions: On % Accessibility: Good to go

naBbcenc | AaBbcede AaBbC AaBbccl AAD assbcer assbeenc aaBbeede 4o
TNormal | TNoSpac.. Headingl Heading2  Title Subtitle  Subtle Em... Emphasis

bCcDe AaBbCeDe AaBbCcDe

2 Comments ¢’ Editing ¥ & Share ~

o8| |23

% Replace
IntenseE..  Strong Quote 3] | N gelect Dictate Editor | Reuse
= Files
N Editing Voice Sensitivity Editor |Reuse Files A~

This is what the assignment

would look like in the
installed version of the
Office 365 app.

T Focus B - —8—+ 100




Assignments

L Email Review @& -

L] Comments = Catch up ¢ Editing v Close

File' Home Insert Layout References Review View Help Q  Tell me what you want to do
v Ov B |cibitod v/ 12 v A A[B]|T U Wv &v E=viEv =v Ov & |[noma Mav| 8| 2| v
i After you have completed the
assignment click on the Close button
to return to Assignments in Teams to
Email Quiz submit.

Highlight the correct answer for each question.

1. True or False? Webmail is accessed using a software application for retrieving, presenting, and
traversing information resources on the World Wide Web called a web browser. Highlight the

correct answer.

a. True
b. False



Assignments

E Assignments

< Back

Email Review
Due September 18, 2024 1:00 PM

Instructions

A short review of the basic email topics discussed in class.

My work

@= Email Review.docx

4} Attach |+ New

Paints
2 points possible

s OO

Eﬂl o Not turned in Turn in

All you have to do now is
click on the Turn in button.



Assignments

E Assignments

< Back

Email Review

Due September 18, 2024 1:00 PM

Instructions

A short review of the basic email topics discussed in class.

My work
@= Email Review.docx

4} Attach |+ New

Points

2 points possible

If you completed the assignment in
a desktop app other than the
installed app from Office 365 or
the online version you will have to
attach it.
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& Home | Microsoft 365 * ﬁ (2) General (Demo Team) | Micre X + w = *

&« c & teams.microsoft.com/_#/school/tab:3717002657/19:Dm5jugvk9KRHEW3OBjLaZRg-owPGxmwNIONN4FIEWCk1@thread.tacv2?threadld=19:Dm5jugvk9KRHB... & |& ¢ » 0O 2

Microsoft Teams Q. Search

2] ]
C" < Al teams Assignments VG

ol < Back ] Turn in
ate
([ ]
Teams
Demo Team : H Points
A Email review 10 points possible
J Due tomorrow at 11:59 PM
Assignments H -
ome page Instructions
Class Notebook None

Assignments
Reference materials

% Grades

Calls Reflact o= Email Review.docx

[B My work

- Gim=s 2 Attach  + New GO to Upload
Gzl @  OneDrive

| from this

n :: computer and go
T Uload from s device to the location

® that you saved

the file to.

¢
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C X | T
™ “ Comp 125- Fall 2022 » Email w ] 2 Search Email RoM7ugDAdTPT_Ks6UF
Organise + MNew folder ==~ [ e btlook - free pers... @ I
-~ |
B This PC ~ Mame Date modified Type i
J 3D Objects Mot Used 2022-10-06 11:42 AM File folder T —
I Desktop % Common Email Problems 2016-09-16 AM Foxit PDF Rei
: - ity-quick- 2022-01-26 1:48 PN i e
= Documents cyber-security-quick-reference 1-26 1:48 PM Foxit PDF Re
%| Email Netiquette Foxit PDF Rei
‘ Downloads T, . . . . .
M| Email Quiz 2 AM Microsoft Wi
D Music 0Z Email Quiz-Key 2018-10-01 10:35 AM Microsoft W
=] Pictures @5 Email Review 2022-11-06 407 PM Microsoft Wi
B videos % email-etiquette-quick-reference 2022-01-26 1:48 PM Foxit PDF Rei
i TIS00333000 (C2) 5| Gmail 2018-09-14 10:34 AM Microsoft Wi
—. USE Drive (D) % gmail-quick-reference 2022-01-26 1:43 PM Foxit PDF Rei
. KINGSTON (E) google-calendar-quick-reference 2022-01-26 1:43 PM Foxit PDF Rei
Ll le Fraail Safe INA-M3-1A &5/ ARA Eavit DNF Re: ¥
- WEB Drive (F) » < S
File name: ~| | Allfiles v

ncel

Select the file and

Channels I- k
General C IC Open
hl:l:: i LR

Week 1 - Introduction and Email
Week 2 - Internet B Teams

Week 3 - Operating System = . . i
L T Upload from this device
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& Home | Microsoft 365 b4 * (3) General (Comp 100) | Microsc X + e - X
< Cc & teams.microsoft.com/_#/school/classroom/General?threadld=19:cxm8QoM7ugDAd7PT_Ks6UFKgfD1mD_2PBrAjyMJIEnQ1@thread tacv28ctx=channel&isTea.. & |& ¢ » 0O 2
Microsoft Teams Q, Search
(ro < Allteams Assignments 2 C
9
| " Comp 100 “ Email Review Please note: If you are
@ Due December 20, 2022 11:59 PM . .
o5 ome page attaching a file when you
| Turn in both the original file
o | o e and the attached file are
[B - : m=| Email Review 1.docx Smeitted- The preferred
enerl 7 e method for completing
Week 1 - Introduction and Email 0 Q
= . assignments is to use the
ek e The attached file shit )
TSR S . Open in Teams, open in
is listed below the :
- Word, or open in Word
® original.

Online options.

¢
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Grades

b4 ﬁ (2) General (Demo Team) | Micre X =+ e = X
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Q. Search

@ o

:!Ifl [] EI:I @

€

< All teams

DT

Demo Team

Home page
Class Notebook
Assignments
Grades

Reflect

Channels

General

B Grades @ G

Since class creation

Due date = Assignment « Status = Feedback Points =

Tomaorrow Email review <’ Returned 0z 10/10

Click on Grades to
see your progress

and to view
feedback.



