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- Create a Team and Add Members —

You can create your own custom team and quickly add students or staff by
providing them with a join code. Here are the steps:
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Step 1: Open the Teams desktop app or go to Office 365 and click Teams

Step 2: Click Join or Create Team Step 3: Click Create team
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&' Join or create a team cg Create team

Step 4: Select a Team type (Class is used by Teachers and Students)
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Class Professional Learning Staff Other

Discussions, group projects, community (PLC} School administration and Clubs, study groups, after school

assignments Educator working group development activities

Step 5: Type in a team name, select a Privacy option, and click Next

Create your team

Educators or students can create teams to work together on any shared goal, project, or activity.

Team name
The Avengers ®

Description

Let people know what this team is all about

Privacy

Private - Only team owners can add members

Create a team using an existing team as a template

Create a team using a group set up by you or Fresno Unified School District

Cancel
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Step 6: You can search for people by name and add them here, or you can click
Skip and add them later.

Add members to The Avengers

Start typing a name, distribution list, or security group to add to your team. You can also add people
outside your organization as guests by typing their email addresses.

3 Matthew Schwartz X Gina Pere|

Gina Perez
(GIMA.PEREZ) Teacher, Spec Assgn

Note: To add an outside guest, type
in their complete email address.

Skip

To add more members or provide a Join Code:

Step 1: Click on the More Menu next to the Team name and click Manage Team.

< All teams
General Posts
The Avengers
General £53 Manage team
G@ Add channel
83 Add member
[& Leave the team
/7 Edit team
= Getlink to team
—
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Step 2: Click Add member

79 The Avengers -
The Avengers

Members Pending Requests  Apps 4 more ~

Search for members Q & Add member

Step 3: To provide a Join Code, click Settings

79 The Avengers

The Avengers

Members Pending Requests Channels Settings Analytics Apps Tags

Step 4: Click Team Code then click Generate

= Team code Share this code so people can join the team directly - you won't get join requests

Step 5: Share the code with your audience. Click Full Screen if you are projecting.
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¢ Fullscreen ) Reset [ij Remove [[Y Copy
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Step 6: Tell your audience to open the Teamsﬁ desktop app or go to Office 365

n and click Teams

Step 7: Tell them to click Join or Create Team
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20 Join or create a team
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Step 8: Have them type the code into the Join a team with code field, then click
Join Team.

+

Join a team with a code

&5 Join team ‘

Note: Your team code can be removed in settings to prevent others from joining
the Team. You can also reset the code when new members need to be added.
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