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Microsoft 365 is a subscription service provided to you by Valley .. .

Forge Educational Services for use while you are enrolled as a i M |Cr050ft 365 _
student at The Vanguard School. While using this subscription
service, please follow all guidelines as outlined in the VFES
Acceptable Use of Technology Agreement provided to and agreed
to by you each year.
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Welcome to Microsoft 365: You now have a school email address and a login
to Microsoft 365! To login go to: hitps://login.microsoftonline.com or use the
shortcut from the Vanguard Student Resources Webpage.

BT Microsoft

Sign in (email): two first initials

with last name@student.vfes.net
(Thomas Smith = thsmith@student.vfes.net)

Sign in

|Email phone, or Skype

Mo account? Create one!

Password: Use the same
password you use to access the
computers at school and the
school website.

Can't access your account?

Sign-in options

Outlook Email

Good afternoon,

+ | &

Start new Outlook

e @ HFA $ W P @

OneDrive Word Excel PowerPaoint OneMote SharePoint Teams

Outlook is your

email mailbox. ai OUthOk

| English (United States) ~

You may be asked to set your time zone the first time
you login to your email. Choose Eastern Standard Time

and Save. — O soe

[ UTC-05:00) Eastern Time (US & Canada)
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Click here to compose a new email.

=

= RLETEGEE=LE

L Favorites £y Focused = Other Filter

£ Inbox \
|

= Sent ltems

New email will be in Inbox

Vi Drafts

Add favorite

L Folders

b Inbox

my Office 365 P Search

Account manage
Good afternoon, Instan-rice—

+ & e @ @H & W P & &

Start new Qutlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway

Click here anytime you need
to get back to your
Welcome screen. Your

Click on your initials to
sign out. If you are
using your own
dedicated device, you
do not need to sign
out.

Welcome screen will list all
your available apps.
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Teams is where you will go for assignments and video/audio conferencing with your
teacher.

Find the Teams App on your Welcome Screen.

E /y Office 365 P Search

Good afternoon,

Account mzieger

+ ® e @ dE $ @@ P

Start new Qutlook OneDrive Word Excel PowerPoint OneNote SharePoint

[T

You will see all of your Teams

(classes) listed. Click on the
feam to open view your class to
see files, assignments or to join a N N N X
video/audio session with your ESY Watkins - ELA ESY Watkins - Social Skills ESY Watkins - Math ESY Art-HS
teacher.
J ]

ESY Music-HS ESY Library-HS

Teams App

Teams will work best if you use the Teams App. You may be prompted to install it when
accessing Teams. Allow it to install if possible.  As an alternative you can find it here:

Desktop/Mobile: https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app

IOS Devices: https://apps.apple.com/us/app/microsoft-teams/id1113153706 (use the apple store)

Google Play Store: https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en US

As an alternative, use the Microsoft Edge browser if the Team App is not available.

**If you are using a district-provided iPad/laptop you may need to request this app be installed.

Video - Teams Overview: View this quick video for a great overview of Microsoft

Teams: hitps://www.microsoft.com/en-us/videoplayer/embed/RE4rrKE?pid=ocpVideo0-
innerdiv-oneplayer&postisliMsg=true&maskLevel=20&market=en-us
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Assignments — Assignments are found in the Assignments tab in the General Channel.
They may be assigned using an Adobe PDF file or Word file. Directions from the teacher
will be included in the Assignment. Below are instructions for submitting assignments.

Microsoft Teams “

< All teams m General Posts Files Class Nuieburades Virtual Field Trips @@ 1 more @D - A

‘; ;. Upcoming
Assigned (1
—TEMPLATE-ESVCLASS e Assigned )

Capitalization Worksheet
Due today at 11:53 PM Due today

Search or type a command

~/ Completed (3)

Capitalization v
Week 4

Week 5
Daily Living v

2nd Assignment

Word Documents
If the assignment includes a Word file, you

. ) ) Assignment 1 -Using a Toaster
will follow the instructions below to open, Due tomorrow at 11:53 PM

complete, and submit the assignment. —r Instructions

Complete the attached worksheet.

Reference materials

Read the instructions for the assignment.

E Using a Toasterdocx

i# Open in Teams

+ Add work @ Open in Word

Click on the Word Document and Open in
Teams. You will see a Yellow Bar display
above the document. Click on “Edit
Document”.

W Open in Word Online

| Download

&) Using a Tlaster.docx Close

Word [@ AccessibilityMode  [EIJ Immersive Reader  #° Edit Document - & Print  aas

0 Read-only > Edit Document

Name: edHelper
Using a Toaster

The toaster wasa great invention. There is nothing like a wam picce of o
toast to go with your brealfast in the morning. But if you aren't careful,
what you toast can bum. Then you just have to throw it in the garbage. D v
N\

There are many different kinds of toasters out there. Itis up to you to
figure out which one you will need. Some only toast twa pieces of bread
at a time. Others can toast six or more. Some toasters can fit bagels and -—
English muffins. Other toasters are made just for bread.
-
If you eat bagels, you will want a toaster that is made for them_ It is very
hard to get a bagel into a toaster that is made to fit bread.
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You are now able to edit in the document—type in answers, etc. See Immersive
Reader for read aloud and other visual features.

» You can use the highlighting feature on the toolbar to answer multiple choice
questions. The file “auto saves” when you are editing it. Click on close at the top
to close and save the document.

< Back
When ready, click on Turn in
in the top right. This will Assignment 1 -Using a Toaster o s
submit the assignment to IDt'ﬂmmeBPM
your teacher for review. Complete the attached worksheet.

Reference materials

Test Student-Capitalization Days and Months-1.p **=

The file is now turned in. My work

@ Using a Toaster.docx

+ Add work

Come back to your

uAssignmenTSn TOb .I.O VieW ony m General FPosis  Files C\ass\r\ua\ Field Trips @D 1 more @@ 2 O

feedback from your teacher or to e
view upcoming work. « Asigned ()
Capitalization Worksheet
Due today at 11:59 PM Due today

* Completed (3)

Capitalization

Daily Living

2nd Assignment
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Adobe PDF Fillable Forms

If the assignment has an Adobe fillable form
included, you will follow the steps below to open,
complete, and submit the assignment.

1. Open/Save - Click on ... (more) to the right of

General rosts Files Class Notebook Assignments Grades

< Back

. . - Points
Capitalization No points

Due May 15, 2020 11:59 PM

the assignment and Download.

You can now choose to Open the file (or Save* the
file to your computer).

If you Open the file, it should open in Adobe Reader
and be available as a fillable document.

Be sure to Save the document to your computer
using File>Save so you know where the file will be.

*If you Save the file, it will likely go to the Downloads
folder on your computer and you can open it from there.

m General posts Files Class N¢

2. Complete/Save - You can now
complete the worksheet on your computer.
Be sure to save it along the way while you
complete it! Take note of where it is saved on
your computer.

3. Submit - Now go back to your Team in
Microsoft 365 and click on the Assignment.
Scroll down to *My work” which is below the

Assignment. Click on “Add work.” —|_>

Fill out the capitalization worksheet and save to your

notebook here in Teams.

@# Open in Teams

C] Open online

Reference materials

Capitalization Days and Months.pdf

My work
+ Add work

Opening Capitalization Days and Months.pdf X

You have chosen to open:

Capitalization Days and Months.pdf
which is: Adobe Acrobat Document (95.2 KB}
from: https://livevanguardscheolpa.sharepoint.com

< Back

Capitalization
Due May 15, 2020 11:59 PM

Instructions
Fill out the capitalization worksheet and save to your
notebook here in Teams.

Reference materials

Capitalization Days and Months.pdf

My work

+ Add work

What should Firefox do with this file?

|th§ Adobe Acrobat DC (default) ~
() Save File

Do this automatically for files like this from now on.

ebook Assignments Grades

Points
No points
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Click on New File and Upload from this device.

Choose a file type

Word document

Browse to the saved file on your computer and
click on Open.

&3  Teams lowerPoint presentation

| spreadsheet

The file is now uploaded to your work folder.

Upload from this device

Test Student-Capitalization Days and Months-1.pdf

Uploaded

@ Upload from this device

< Back

Points

When ready, click on Turn in in the Capitalization No points

Due May 15, 2020 11:59 PM

top right. This will submit the form to R
yoUr .I.eoc her. ::t::;::_:,:i::l::;:: worksheet and save to your,

Reference materials

Capitalization Days and Months.pdf

My work

The file is now turned in.

Test Student-Capitalization Days and Months-...  sss

+ Add work

Come back to your

“Assignments” tab to view any General pos Fle c‘a“ma‘wﬂrim@ e @ Qo
feedback from your teacher or to Upcoming

view upcoming work.  rotamed ()

Capitalization Worksheet
Due today at 11:59 PM Due today

 Completed (3)

Capitalization v
Daily Living v
N

2nd Assignment
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Teams Video/Audio Conferencing

There are two ways to join your teacher for a class
video/audio session. Both methods will take you to
the same place.

1. Calendar Invite/Email: If your teacher invited
you via a calendar invite. This invite can be
found in two places:

a. Aninvitation in your Outlook email
(located at the MS365 home apps

screen)

or

Ann Curran on behalf of Vanguard Class Demo
Thu 5/14/2020 3:03 AM
To: Ann Curran; Ann

=] Demo for Teams

(© Fri5/15/20202:00 AM - 9:30 AM

No confiicts
[ RSVP to this event

Add a message to Vanguard Class Demo (optional)

v Yes ? Maybe X Ne

Morning Meeting - Testing out teams

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

Curram; Ellen Jordan; Simen Russin; Vanguard Class

g 9

Dema

N

Email organizer @D

(© Propose new time ™

Microsoft Teams

Look on your

Search or type a command

Calendar

G Today <

Calendar in Teams

> May 2020

and open the
invitation from
there.

mn

Monday

Join in Teams: The second way to join your
teacher for a video/audio conference is to go
directly to the Team for that class. If the teacher
started the session, you will see a Link to Join the
session.

Video — Using Teams Video Conferencing:

B Work week v

< All teams

ESY Watkins - ELA

General
Week 1
Week 2
Week 3
Week 4
Week 5

https://www.microsoft.com/en-
us/videoplayer/embed/RE4rxIX2pid=ocpVideo2-innerdiv-
oneplayer&postsliMsg=true &maskLevel=20&market=en-us

N General pPosts Files C

< Reply

Ann Curran  Wednesday 3

AC. Added a new tab at the
Virtual Field Ti
<« Reply
ac, NI
BrainPop
<« Reply
<a Meeting ended: 56m 19

Meeting now

< Reply
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Immersive Reader (Microsoft Documents)

You can do one or more of the following in Immersive
Reader, depending on how you'd like to focus on the
message or assignment text. Voice Speed
> Select Play to hear your document read aloud and
to see the text highlighted simultaneously. The
narrator starts reading from the top of your page
by default, unless you have selected a word, in
which case it will start reading from the selected ® Female
word. Select Pause to stop narration.

R
&

Voice Selection

Male

> Select Voice Options on the top right of the
document to change the speed of narration.

> Text Options
You can change the appearance of your document by using
Text Options. Text options can help you focus on your content N T A
and remove visual distraction.

Text Size

Increase Spacing [ o]
Set Text Size, Spacing, Font, and Themes that suit your learning
needs. You can increase or decrease text size and the
amount of spacing between letters and words. The Theme
color you select becomes the background color of the
document.

Font

@ Calibri

Sitka

Comic Sans

Themes

Switch on Show Source Formatting to retain formatting from b N

the original text, such as bolding or underlining.
Aa Aa Aa

More colors

Show Source Formatting 0
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> Parts of Speech in Grammar Options

Select one or more of the following options: X
o Syllables to break words into syllables. PA :zﬁ" L]
o Nouns to highlight nouns in your document in

purple. Syl-la-bles @)

o Verbs to highlight verbs in your document in red.
o Adjectives to highlight adjectives in your
document in green.

Parts of Speech

o Adverbs to highlight adverbs in your document in B nouns @
yellow. W verbs @
Switch on Show labels to see the label underneath B adjectives =
the highlighted parts of speech. .

B adverbs @

\.Llﬁl |

A
> Reading Preferences
Line Focus
o Line Focus enables readers to narrow
the focus of their reading experience
by highlighting sets of one, three, or
five lines within their chosen material
in Immersive Reader. Use the toggle Picture Bictionaty
to turn it on or off.

o Picture Dictionary gives you the ability eth

. . . Translate
to click on any single word to hear it
read aloud and see a picture that Sparen/iMenco)
helps define the word. By word @ o
Document @ Off

o Translate lets you franslate your text
into other languages by word or
document.

Select Close to exit Immersive Reader.
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