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Required Apps
You will need to download the following two apps from either the Android or Apple store: -

e Microsoft Teams
e Microsoft OneNote

You will need to sign into the apps using your school E-Mail address and password. Your E-Mail
address is made up of your school network username e.g. 19mccarthym followed by
@cyfarthfahigh.merthyr.sch.uk e.g. 19mccarthym@cyfarthfahigh.merthyr.sch.uk. The password is
the same as your school network password.

Accessing the work

Load the Teams app.

Teachers will be setting work to be completed by adding posts to Teams. See the screenshot below: -
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Good morning, | hope you are all doing
OK. I have added a new section to your
class notebook called "Unit 4 - Controlled
Assessment 2". | have also added two pages < Set work
to the notebook.

Complete the task below in the "Analysis of
Existing Websites" page.

Reply @

Load the OneNote app.

OneNote

fll Al Notebooks > | <@ Select “All Notebooks”
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== Se¢|ect a Notebook.

Teachers will put work in the Content Library.
You can view the work in the Content Library but

you cannot edit it there.

You will have to copy the work from the Content

Library to your Notebook to complete.

MEM 20
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Example of Copying Work from the Content Library

In this example | am going to copy the “Unit 1 Jan 2015 Past Paper” file from the “Unit 1 Past

Papers” folder in the Content Library to my own Notebook.

< 10 OAICT MM 201.. +
SECTIONS

' Welcome

v _Collaboration Space

' Using the Collaboration Space

v _Content Library

l Unit 1 Theory Notes

' Unit 4

' Unit 1 Past Papers

Unit 1 Past Papers
10 OA ICT MM 2019-2020 Note...

PAGES

Unit 1 Jan 2015

Unit 1 May 2015

Unit 1 Jan 2016

Unit 1 May 2016
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PAGES
© Uunit1Jan2015
O Unit1May 2015

O Unit1Jan 2016
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Select Copy/Move page

== Select the Unit 1 Past Papers folder

=== Select and hold the Unit 1 Jan 2015 file
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Move to

< 10 OA ICT MM 2019-2020
Notebook
Select where you want to put the copy of the

v Bradley Wood page.

w Unit 1 - Theory Notes It is important that you scroll down to your name
) and make sure that you copy the work into your

Class Notebook. You will then be able to edit the
page to complete the work.

' Unit 1 — Past Papers

' Unit 2 - Y10 Practical

Create a copy

CANCEL
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' Using the Collaboration Space
v _Content Library
' Unit 1 Theory Notes
' Unit 4
' Unit 1 Past Papers
Vv Bradley Wood
Unit 1 — Theory Notes
' Unit 1 — Past Papers <_
' Unit 2 - Y10 Practical

' Unit 4 - Controlled Assement 2
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Under your name select the folder you have

copied the page to.

Select the page.

MEM 20



Cyfarthfa High School Microsoft Teams — Mobile Phone User Guide

Unit 1 Jan 2015

Thursday, February 06, 2020 12:42 PM

1. A school is creating a new canteen
advertise the menu.

Thelfirst Monday in everjeg You are now able to edit the page to complete
the work.

MENU

Mains: Pasta, Lasagne,
Extras: Garlic bread, Fre|

Desserts: Fresh fruit, Ice

a. Give four features of Desktop Pub
improve the document above. [4]
Feature 1 =
Feature 2 =
Feature 3 =
Feature 4 =
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