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1. Teachers can manage several Class 

Team settings for management.  
 

To get to the Team settings, click on the 
ellipsis (…) located beside the team 
name and select Manage team.  

 

 
 
 

 
 

2. Click on the Settings tab to view setting 
options. Those that can be adjusted 
include Team theme, Member 
permissions, @mentions, Team code, 
Fun stuff, OneNote Class Notebook, and 
Tags.  

 

 
 

 
3. Click on Team theme to either Upload a 

thumbnail image or select one of the 
provided icons. For relevant results, 
select the grade level and subject of the 
team. 
  

 
 

 
4. It is suggested that teachers click on 

Member permissions to uncheck the 
boxes in order to restrict student ability to 
delete or edit messages.  
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5. Click on @mentions to determine the 
permissions for using this feature 
according to the needs of the class. 

 

 

 
 

       
     6.   Click on Team code to copy and share a  
           code to use to invite students to join the  
           team. See the Inviting Students to Join a  
           Class Team handout for more information  
           and student instructions.  
 

 

 
 
     7.  Click on Fun stuff to adjust the settings or   
          emoji, memes, GIFs, or stickers. 
 
 
  

 
 
 
     8. Click on Tags to manage team tags. 
 
 
 

 

 


