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In these complex times with this pandemic that forces us to teach at a distance, we, as teachers, seek to 

ensure pedagogical continuity. Not being physically present with our students, we are looking for 
alternative solutions, which will allow us to create conditions for communication and learning despite the 
constraints of confinement.

The European schools are offering to work with Microsoft Teams, which is not a tool originally designed for 
distance learning but which can help us to provide some of the teaching in these exceptional times.

This document is designed to help you understand how this tool can be useful to you and how you can 
use it with your students. It is therefore a document that is at the same time a technical tutorial but which
also proposes a pedagogical approach. Here and there you will find tips based on our recent
experience of teaching with this tool and marked with an

It is important to keep in mind that Teams is only a tool, that it is not going to replace you, that it is you
who keeps the hand and that it is your ideas, your pedagogy, thanks to this tool, that will allow your
students to progress and learn.

After the period of astonishment, in these new times of teaching, our response can also be new: we are 
challenged to succeed and it is our ability to adapt, our willingness to seek, to innovate, to share our
ideas, to also take advantage of this moment to move forward in our pedagogical approach that will
allow us to implement this pedagogical continuity.

INTRODUCTION

The ICT team of EEB4



PEDAGOGICAL OBJECTIVES OF THE USE OF TEAMS

Not all of these objectives are to be achieved at the same time. You can start by focusing
on objectives 1 and 2 and then, depending on your needs, the evolution of your skills and
your desires, continue with the following objectives.















PRESENTATION OF TEAMS: THE DIFFERENT VERSIONS

Teams is available as a web-based version 
(in Office 365) and as a desktop application 
for Windows and Mac.

Teams also exists in mobile version under
Android and IOS for smartphones and 
tablets.

We advise you to install and use the Desktop 
Application rather than the Web version 
because it is more reliable.



INSTALLATION OF THE APPLICATION TEAMS

1. Log in to Office.com, enter your username and password, and 
click the TEAMS icon.

2. Then click on the button to install the application on your computer 
(bottom left).

3. Now, when you want to access Teams, you click the Teams 
application that appears on your desktop.



SMALL TOUR OF THE TEAMS APPLICATION

The "Activity" tab keeps you informed of 
the messages posted and "I like" 

mentions.

You can find your private
conversations in the 
"conversations" tab.

The "Teams" tab contains all the 
teams you are part of. When

the name of a channel
appears in bold, it means that
something has been published

or modified in that channel.

The "calendar" tab displays your
meetings and allows you to organize

videoconferences (see below).



SHORT VISIT OF TEAMS IN MOBILE VERSION

You will find the same functions, 
but the menu layouts are 

different.



FIND THE TEAM OF YOUR CLASS

In the "Teams" tab you will find all the 
teams you are part of and the teams of 

the classes in which you teach.

If you are new to Teams during this distance learning period, we advise you not to use the automatically
created Teams, which are numerous (one Team per subject). We advise you, for ease of use, to use only
one Team, which you will have to create.



CREATE A NEW CLASS TEAM

1. In the "Teams" tab, click on 
"Join or create a team" in the 
upper right-hand corner.

2. In the page that
opens, click on
"create a team"

3. A window opens asking you what type 
of team you want to create. Select "class".

4. In the window that
opens, choose a name
for your team and 
possibly write a short 
description.
The name of your team 
should be in this form: 
TEAMS + SCHOOL CODE + 
YEAR & LANGUAGE.
For example: TEAMS VAR 
P5ENG



ADD STUDENTS TO THE NEW CLASS TEAM

2. Type the first few letters of a student's name and you
will see contact suggestions appear. Select your

student from the suggested contacts.

If you need to 
add students
later, click on 

the 3 dots next
to the team 

name and then
select "Add
Member".

1. As soon as you have chosen a name for your team, 
Teams offers you to add students or teachers to it.

3. Then click on "add". When you have added all your
students, click "close".



ADD THE PARENTS IN THE NEW CLASS TEAM

If you wish to invite parents to your
Team, you can add their personal
address, and they will be added
as a guest. This allows them to 
follow the Team.

If you have added the parents as guests of your Team, they will receive an email if you mention the 
team in a conversation with @team (see below).
Attention there are problems with parents' addresses in @europa.ec.eu, you have to privilege
personal addresses.

CUSTOMIZE YOUR 

TEAM ICON

Click on the 
icon of his
team, then
click on the 
sprocket
wheel.

Move the mouse 
over his team's
icon then click on 
the pencil and 
choose (or load) a 
new icon.



SMALL TOUR OF YOUR CLASS TEAM

On the left, the 
different channels 
of your team. At 
creation, she has 

only one, the 
"general" 
channel.

At the top, the different tabs of the channel you are in.
To return to all your teams, click 

here.

At the bottom, you can start a conversation, send
files, make a videoconference...

To send your
message



ADD OR REMOVE CHANNELS

1. Click on the three
dots to the right of the 
team name and select 

"add channel".

2. In the window that
opens, choose a name

for your channel.

We advise you to name your channels by numbering them, which allows you to 
keep the order you wish to see appearing: 01. Math etc.

To organise your team, you can create channels for different subjects or themes, e.g. Maths, Challenges, 
Reading etc.

To delete or change 
the name of a 

channel, click on the 
three dots to the right 
of the channel and 

select the option you
want

If some
channels 

do not 
appear, go 
to hidden
channels 
and click 

show.



ADD OR REMOVE TABS IN CHANNELS (1)

To add a tab in a channel, click the + at the end of the 
tabs at the top of the page.

A window opens to allow
you to choose the tab you

wish to add

By right-clicking, you
can rename or delete
the tabs afterwards.

Adding tabs on a channel page allows you to highlight links to applications, documents, videos... so that they
are easily accessible by students.

Example : here in 
maths, Matific links, 
calcul@tice, 
Mathador...



ADD OR REMOVE TABS IN CHANNELS (2)

You can add an existing document 
that will be tabbed.

To add a website as a tab, like Matific for 
example, click on the website icon, enter 

the name of the website and paste its 
address.

You have the possibility to add a 
tab to a video published on 

Youtube or Stream.

Example of the tabbed 
insertion of the work 
program for the week.



CHANNEL CONVERSATIONS IN TEAMS

To discuss with the whole class, ask questions, give tasks to do, send links to resources etc., use the Teams tab 
and write your conversation at the bottom of the screen.



CHANNEL CONVERSATIONS IN TEAMS(2)
The main activity in Teams is conversation. The conversations in Teams can be :

• Tasks that 
you assign 
to your 
students.

To keep conversations clear and well-organized, we recommend that you do not allow students to create 
conversations. They can only respond to a conversation or task. For conversations created by students, or their 
questions, you can keep the general channel. 

• Announcements
• Teacher-student

dialogues
• Dialogues between

students

To do this, click on the 
three dots in front of 
each channel and 
then click on Manage 
Channel.

And then select 
Channel Moderation 
"On".



LAUNCH A CHANNEL CONVERSATION IN TEAMS(1)

Click in the channel in which 
you want to start a 

conversation

Start typing your message in the text window. Click on the arrow to send the message.

By clicking here you can attach 
a file to your message (word file, 

pdf, audio file, video...).

By clicking here you 
can start a 

videoconference 
(see further).

By clicking here you 
can insert a link to a 

Stream video

By clicking here you 
can congratulate a 

student with a badge.

By clicking here you can 
insert a link to a Youtube

video

By clicking here 
you can access 

to a richer 
layout

By clicking here 
you can insert 
a smiley face.



ANSWER A CHANNEL CONVERSATION IN TEAMS

To reply in a conversation, the 
student (or you) must click on 
reply, and not write in Start 
Conversation.

The same options 
are available to 
answer: attach a 
file, insert a smiley 
face...

In the mobile application, you can record an audio 
message by clicking on the microphone icon.       This 
essential function does not exist in the web and desktop 
application versions.

Students with written difficulties will find it easier to ask their question orally.Voice recordings develop 
students' oral skills.Voice recordings make the team dynamic. These recordings motivate the students, 
they love to listen to the recordings of their peers.The recordings are of course to be preferred in 
kindergarten. Written messages can be written with the student's parents, in dictation to the adult.



CHANNEL CONVERSATION OPTIONS IN TEAMS

As you move your mouse over a 
student's answer, you will see a small 
bar on the right. You can react to a 
student's message, for example, by 
congratulating them with a thumbs-up 
or a heart.

You can make a 
comment to the 
student, 
congratulate him 
or her by clicking 
on reply.

If you wish to correct, modify or delete your ad, 
click on the three dots on the bar (other options)

At the end of 
your editing, 
to validate it, 
click on the 
tick

For a student with reading 
difficulties, by clicking on 
Immersive Reader, he or she 
can hear the message being 
read.



An announcement can be the program of the day for example.

Une annonce peut être une tâche demandée aux élèves. 

To make a conversation more visible, you can change it into an announcement. 

POST AN ANNOUNCEMENT (1)



POST AN ANNOUNCEMENT (2)

To change the background image of the 
banner, click on choose an illustration.

In the text of the announcement, use the @ sign to mention a specific 
person but also to mention the whole team and make sure that 
members receive notification of this message. If you have added the 
parents as guests of your team, they will receive an email if you mention 
the team. Be careful not to mention too often! Click on the name of your 

team as it appears.



PRIVATE CHATS AND CALLS

To start a private chat, in the " Chat " tab, 
click on the new message icon.

Type the name of the person or group you want to communicate 
with. If you write the names of several contacts in a row, you can 
give a name to the created group.

The message action bar is the same as for channel 
conversations.To make an audio or video call, click on the 

phone or camera.



SHARE FILES(1)

You can share your work program and the necessary files. All team members have access to it and can add their 
files.

In each channel, 
you have a Files 
tab. You have 
the choice to 
share your folders 
and files in the 
same channel or 
to put your files in 
different 
channels.

Here all the files are 
grouped together in a 
"distance learning" 
channel.

Entering the folder 1. week 1 of 
March 16, we see an example of 
file organization.



SHARE FILES(2)

To upload files, first click on Files.

By clicking on "new" you can create a 
document or a new folder.

By clicking on " 
upload " you can 

upload files or folders. If you click on the 3 dots next to the name of a folder or file you can access the 
possible actions for this item. For example, you can copy the link of this item and 

paste it in a message to your team members to get their attention.



GIVE AN ASSIGNMENT (1)

To give your 
students an 
assignment, 

go to the 
Assignments 

section.

Click on create: you will 
then have the choice 

between 3 options.

Choose your class.
Clicking on "Assignment" will 
directly open the assignment 

distribution window.

The Assignment option means 
that this is a classic 
assignment..



GIVE AN ASSIGNMENT(2) : THE QUIZ OPTION

3. Create your form, 
it registers itself. 
Close Forms.

4. Go back to Teams 
and start creating a form 
again and choose the 
one you just created.

1. Clicking on Forms takes you to the 
Forms application. You can load a form 
that you have already created or you 

can create a form now.To create a 
questionnaire, click on "New Form". You 

will be redirected to Forms.

2. Click on 
New Form.



GIVE AN ASSIGNMENT (3)
Whichever option you choose to create your assignment, you will then be taken to the assignment distribution 

page..

Give a title and instructions for your 
assignment.When you are finished, 

click Assign.

You can decide who to give this assignment to (the whole class or part of it). Finally, you must 
give a due date and time for the assignment to be handed in. By default, the option "Allow late 

submissions" is enabled but you can change it.



You can attach one or more 
files to your assignment (a 

sheet to fill in for example). To 
do this, click Add Resources.

GIVE AN ASSIGNMENT(4)

The default edit option means that 
each student will receive the 
document (word for example) and 
will be able to write in it. You will 
then be able to view the 
assignments of all students.

You can insert a file from your 
OneDrive or browse for it on your 
hard drive.



MANAGING ASSIGNMENTS(1)

When you click Assigned, you will 
see the assignments assigned, the 
students who handed in the 
assignments and the students who 
did not hand in the assignments.

When you click on an assignment, 
you have a view of the names of the 

students who received the 
assignment with the indication 
handed in or not handed in.



MANAGING
ASSIGNMENTS(2)

1. When you click on a student's name, 
you have access to his or her work. You 

can make a comment. If you have asked 
for an editable file (such as a word file), 
you can directly write to it by clicking on 
Edit Document and Edit in Browser. You 

can add comments at different places in 
the document, highlight, correct etc.

2. When 
you have 
finished 

correcting 
an 

assignme
nt, do not 
forget to 

click 
Return.

4. The assignment is 
now in the Graded 
tab.

3. By clicking on 
the arrow, you 
can switch from 
one assignment 
to another very 
easily.



HOW STUDENTS COMPLETE AN ASSIGNMENT

Students 
receive an 
Assignment 
and click on 
it.

In the Assignments 
tab of the General 
channel, they can 
also access their 
assignments.

They can click on Add a job if they are 
directly rendering a file (a photo of their 
work for example) or click on the colon 
and Open in Word Online if they need 
to fill in a word file. Then, don't forget to 
click Hand in.



A videoconference can allow you to : 

• make contact with several/all students together

• keep up the class dynamic

• present the objectives of the day to the students

• address a learning point that requires your help

• make a collective correction in a small group if necessary 

AIMS OF THE VIDEOCONFERENCE

During this videoconference, you may need to share your screen with the students for :

• show the contents of a word file, PowerPoint..., the program of the day for example...

• show a website, a video

• make a synchronous presentation using a virtual board or write to a word file

• give control of the screen to a student to do an exercise or manipulation

• Taking control of a student's screen to correct it



MAKE A VIDEOCONFERENCE(1)

In the publication bar, click on the camera 
below the space to start a new conversation. In the window that 

opens, choose "join 
now" to start a 
videoconference 
immediately.

If you decide to start a 
videoconference without 

having scheduled it, click on 
Teams and on the channel in 

which you want the 
videoconference to take 

place.

Good to know: You can connect with the 
whole class, but you will only see 4 students 
at a time. Each time a pupil speaks, he or 
she appears on the screen .If the 
connection is bad, ask all participants to 
deactivate their cameras.



1. You must tell your students to go to the appropriate 
channel and click join. Be careful, they do not receive a 
call. A small camera indicates that a meeting is in progress.

2. If students do not log 
in, you can invite them 
to log in by clicking on 
the colon to the right of 
their name and then 
click on Ask to join or by 
writing their name in 
Invite someone.. 

3. They will then 
receive a call.

MAKE A VIDEOCONFERENCE (2)

When a student 
participates, you can 
disable his or her 
microphone, or designate 
him or her as a participant 
if you don't want them to 
be able to "play" with other 
people's microphones.



You can also mute the 
microphones of all 
students at the same 
time. However, they 
can reactivate their 
mics themselves.

It is important to enforce rules in order to have possible communication, especially with large 
groups. Turn off the microphones and tell students to request to speak by saying her name, for 
example, "Nora, can I speak? ». For older students, ask them to ask a question in the chat 
room.

At the end of the meeting, ask your students 
to hang up. The meeting can only end if all 
students have hung up.

MAKE A VIDEOCONFERENCE(3)

This is the video 
conferencing 
control bar

Enable / disable video, 
sound

Share/Stop screen sharing

Picking up /Hanging 
up a conversation

Enable chat
See students in 
attendance



SHARE YOUR SCREEN(1)

In a videoconference or during a call to a 
student, you can share your screen with 
other participants.

We advise you to share your desktop by 
clicking on Desktop (screen 1). Then you will 
navigate between your different pages and the 
students will see everything you see. 

You can show your Team to explain how it works, or to show challenges in class, show and 
congratulate a student for their work...

What is 
shared 

appears 
surrounded 

by a red 
frame. If you want students to hear what appears on 

your screen (the sound of a video, for 
example), you must click Include System Audio.



SHARE YOUR SCREEN(2)

To make the presentation bar appear, place your mouse at the top of your screen and it will appear.

To give control to a student, click on give control and choose the 
student's name.

This allows the student to work on your computer. For 
example, they can answer questions, interact on a 
word file or SmartNotebook. The person in control 
appears with his or her avatar. This function can be 
very interesting for individual help, for example.

In SmartNotebook the student can 
move words, underline etc...Sample 
Exercise: Put the words back in the 
right order.



Similarly, if a student is sharing a screen, you can ask 
to take control of his or her computer and correct it, 
for example.

To stop the control, make the 
presentation bar reappear..

To stop sharing, click Stop 
Show or click the icon with 
the cross in the square.

SHARE YOUR SCREEN(3)

When sharing a screen, you also have the option of sharing a whiteboard where you or the students can write. Be 
careful not to write at the same time!



SCHEDULING VIDEOCONFERENCES(1)

For scheduled videoconferences, give the meeting a title, set a time (day and hour), and add a channel in the 
channel field. A video conference publication will appear on the channel. Then click "Send".

In the "calendar" tab, click on "New meeting".



SCHEDULING VIDEOCONFERENCES(2)

3. To access the meeting 
on the day, go to 
calendar and click on 
join.

1. If you don't want students to be able to play with 
each other's (and your own) mics or remove students 
from the meeting, click on the meeting (in purple), then 
click on the meeting options.

2. Teams opens a 
web page for 
options and you 
will have to 
choose "Me only" 
in "Who can 
present? »



MONITOR THE ACTIVITY OF THE TEAM, THE 

STUDENTS AND THE STUDENTS' ACTIVITIES

You can from time to time see if your Team is active, and monitor the activity of your students, this allows you to 
spot if a student is not very active and try to re-motivate him for example.

To track a student's activity, go to Chat, click on a student's name or start a new chat with that student's name, 
and click on the Activity tab.



HOW TO MAKE A DYNAMIC TEAM?(1)

Point n°3 of the mind map includes some ideas to make your team dynamic.Here are some examples:

Some
encoura
gement

Challenges 

to create a 

class spirit

Voice recordings



HOW TO MAKE A DYNAMIC TEAM?(2)
Participation 
in solidarity

actionsShort and 

motivating 

written 

tasks

Math 

riddles

Celebrate 
birthdays 
and other 
events on 

the calendar 
(spring, 
Easter...)

Riddles, 

rebuses 

and 

language 

games



FOR FURTHER SUPPORT

Do not hesitate to contact the ICT coordination team. (Vanessa for Nursery, Manuel and Koen 
for Primary)

More information and video tutorials in Team ICT EEB4


