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SAY NO TO CORRUPTION
DEPARTMENT OF PROGRAMS AND PLANNING

CIRCULAR

Subject: ADOPTION OF MICROSOFT 365 & VARIOUS OTHER MICROSOFT
TOOLS / PRODUCTS (FREE OF COST) FOR USE BY SEF SUPPORTED
SCHOOLS /CENTERS, SCHOOL OPERATORS, TEACHERS & STUDENTS

Sindh Education Foundation, Government of Sindh has been progressively moving
ahead and integrating the use of technology for the spread of education and for improving
operational efficiency and effectiveness in the recent past. In this regard, the Foundation has once
again taken a quantum leap through the collaboration with Microsoft Pakistan and has been granted
access to Microsoft Office 365 Al plan.

2. At this point in time, the access for SEF and its Partners include many online services
pertinent to modern day teaching and learning including Email Services,
Audio/Video/IM/Communication Services, Social Networking, Document, Videos Management,
File Sharing, Work Flow automation & Enterprise Collaboration services including Microsoft
Teams, Exchange Online, SharePoint Online, One Drive, Stream, Sway, Yammer and other tools
in days to come. Office 365 is a starting point followed by Microsoft Educator Community, its
programs like Microsoft Fellow, Microsoft Innovative Educator Expert, and Microsoft Showcase
School etc. Tools like Minecraft for Education are also available for use which makes learning a
fun-based process; Imagine Academy which focuses on Skill Development and Certifications and
many other features.

3. In this regard, the Foundation is of the view that our Partners make the most out of this
opportunity and adopt and integrate this technology across our partner schools / centers allowing
for convenience in “online teaching & learning practices” as well as “work from home”
environments. This integration will also bring the SEF partners’, teachers’ and students’
communities closer together with opening new avenues of collaboration and establish their link
with the international & national on-line communities using Microsoft Educational and Office
products & features.

4. For the facilitation of all the partners, teachers and students, the Foundation’s IT
Department has developed SOPs & Guidelines (enclosed herewith) for facilitation of our valued
stakeholders and at the same time entrusted the Regional Team under their respective Regional
Heads for facilitation with reference to adoption of the Microsoft Platforms at schools/centers
level.
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5. Hence, the Schools/Centers Partners are once again encouraged to reach out to their
respective Regional Heads and seek support for opting in the Microsoft Schools program and
joining thousands of schools across the globe who collaborate to learn from each other.

(Abdul Kabir Kazi)
Managing Director

No: SEF/PSDU/022/2020 Karachi, dated 30" September, 2020
A copy is forwarded for information to:

e The Secretary, School Education & Literacy Department, Government of Sindh, Karachi.
e The Directors (All), SEF, Government of Sindh, Karachi.

e The Program Heads (All), SEF, Government of Sindh, Karachi.

e The Regional Heads (All), SEF, Government of Sindh, Karachi.

e The Staff Officer to Managing Director, SEF, Government of Sindh, Karachi.

(Mubashir Mirza)
Assistant Director
Program Support &
Development Unit



No: SEF/PSDU/022/2020

Sequence and Contents of SOPs

S# | Contents Page #
1. | Microsoft Teams — How to Login 2
2. | How to Activate Microsoft Teams on Your Mobile Phone 4
3. | Microsoft Teams Quick Start Guide / Video Training Resources 6
4 Roles & Responsibilities to Facilitate New Educators in Using Microsoft ;
* | Teams
5. | Microsoft Teams SOPs for SEF Partners 8-9
5.1 Role of School Partners
6. | Microsoft Teams SOPs for HTs / Teachers 10-23
6.1 Setting/Activating up Teachers Teams/Classes
6.2 Navigation Tabs of Teams for Teachers for interaction with students
6.3 Adding Content to a Team
6.4 Teams — Creating an Assignment
6.5 Teams — Marking and Giving Feedback on an Assignment
6.6 Teams — Setting up a Virtual Classroom — Teacher
6.7 Role of School HTs / Teachers
7 | Microsoft Teams SOPs for Students 24-27

7.1 Teams — Joining a Virtual Classroom — Students
7.2 Teams — Uploading an assignment

7.3 Role of Students

All the SOPs and Guidelines are also available on SEF Website (www.sef.org.pk)
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1. Microsoft Teams — How to Login

B0 Microsoft | Office modu v Ao« Tonolts Siopot Wyt | BupOfice s
1. On any web browser, e.g. Google

Chrome, Internet Explorer, Safari etc,
go to www.office.com

Welcome to Office

Your place to create, communicate, collaborate and get great work done.

-

2. Enter your user/email id provided by
SEF and click next

B Microsoft
Sign in

10074280@sef.org.pk

No account? Create one!
Can't access your account?

Sign-in options

Back Next

3.  Enter your initial password &= Microsoft
provided by SEF which 1s P@ssword « 10074280@seforg.pk
and Click Sign In

Enter password

Forgot my password
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4. You will be required to change your password on first login (Please refer to
the screenshot below)

]

Default password of Student is P@ssword

Enter New password consisting of 8 characters in length having

combination of upper, lower, numbers and special characters for e.g.

Sef@2020

1 Enter Confirm Password which would be same as New Password for
e.g. Sef@2020

1 Click Sign in button

]

B Microsoft

10074280@sef.org.pk
Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.

Enter your New Password consisting of 8

Y characters in length having combination of
1upper,1special character and numbers for
eg. Sef@2020

q‘_l Enter Confirm Password which is same as
New Password for e.g. Sef@2020

Enter your initial/default password
provided by SEF which is P@ssword

| A

Click on the Teams icon

Apps Install Office
X e @ ®E S ®W P & @© s 2 £
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Flass Sway Forms
Notebook
People st Calendar

Notebook

Explore all your apps >

You should now be able to see any Teams which have already been setup.
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2. How to Activate Microsoft Teams on Your Mobile Phone

istory > 1a. Ancient India - China Group *

Android Phone:

» Click on this link and download Microsoft Teams app on your android mobile
phone https://tinyurl.com/ya250a2z

*  When app will be installed, it will ask for the login the password. Login with
your Email ID and password provided by SEF to get access of Microsoft
Team and to arrange and manage communication within Teams via mobile
phone. (Snapshot below)

Teams Y, 13 28" Join or create tea

E H

Sindh Education Foundation Digital Skill Training Resouces Regional Office Sukkur Regional Office Larkana

o ~ o

Regional Office SBA Regional Office Dadu Regional Office Hyderabad Regional Office Mirpurkhas
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Apple Mobile Phone

» Click on this link and download Microsoft Teams app on your Apple mobile
phone https://tinyurl.com/ycagwwoo

Teams ¥ £ 2 Join or create team
v Yourteams
H m
Sindh Education Foundation Digital Skill Training Resouces Regional Office Sukkur Regional Office Larkana

2 ~ a

Regional Office SBA Regional Office Dadu Regional Office Hyderabad Regional Office Mirpurkhas

When app is installed, it will ask for the login and password. Login with your Email
ID and password provided by SEF to get access of Microsoft Team and to arrange
and manage communication within Teams via mobile phone. (Snapshot above)
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3. Microsoft Teams Quick Start Guide /
Video Training Resources

A Dbrief video demonstration in Urdu language for the respective users is
provided on below URL

Teams Video

https://www.youtube.com/watch?v=rz03Wasiv9o

Microsoft Educators Platform

https://www.youtube.com/watch?v=XnC2z0Ksqgs0

Teams Students Video

https://www.youtube.com/watch?v=Gxj2cqUCz w

Teams SEF Teacher Video
https://www.youtube.com/watch?v=0NE8CbZYKkUE

Teams Quick Start Guide (PDF)

https://download.microsoft.com/download/D/9/F/DOFE8B9E-22F5-
47BF-A1AB-09539C41FCD0/Teams%200S.pdf



https://www.youtube.com/watch?v=rz03Wqsiv9o%20
https://www.youtube.com/watch?v=XnC2zoKsqs0%20
https://www.youtube.com/watch?v=Gxj2cgUCz_w
https://www.youtube.com/watch?v=oNE8CbZYkuE
https://download.microsoft.com/download/D/9/F/D9FE8B9E-22F5-47BF-A1AB-09539C41FCD0/Teams%20QS.pdf
https://download.microsoft.com/download/D/9/F/D9FE8B9E-22F5-47BF-A1AB-09539C41FCD0/Teams%20QS.pdf
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4. Roles & Responsibilities to Facilitate New Educators in Using
Microsoft Teams

Approximately 69 Master Trainers and Regional Heads of SEF facilitate all new
school teachers and students in setting up online classes and communication with
students in Microsoft Teams. If you need facilitation, Partners should approach
Regional heads/Office In charge of their respective district/region for any
troubleshooting required as 1% level support. Regions/Districts should consult with
IT Team(s) in their Regions and/or IT team at Head Office as 2" level support, if
Issue cannot be resolved at district/regional level.

& D a D

Headoffice will
be notified and
further

Training of
Teahers and

students to
:> ensure that

assistance will
be given to
teachers to

ensure usability

teachers are
running live
Teams Classes

A ) AN

Supporting role

Regions/District teams shall ensure the use of Microsoft Office 365 regularly for
official communication, coordination, and academic learning Similarly, Training
and Assessment team will develop grade and subject wise resources for teachers and
students including online sessions, diagnostic assessment, feedback. IT& EMIS
team will support in troubleshooting all the issues with the support of Microsoft
team.
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5. Microsoft Teams SOPs for SEF Partners

Once you login, click on the Teams Icon

Apps

& o @ ® $ @ D % F &

Outlo

Install Office

Class

ok OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway Forms

MNotebook

£ ©

Staff

People Calendar

Explore a

Notebook

Il your apps >

You should now see all the Teams if your teachers have already set them up for

you.

5.1 Role of School Partners

School Partners should ensure Microsoft Teams is being used solely for
official teaching and learning purpose only by the students.

School Partners should report progress of their respective schools through
their Regional Heads.

School Partners will facilitate the Head Teachers, Teachers and Students by
sharing relevant training material and/or ensuring participation in capacity
building exercises for conducting Online Classes, Assignments, Resource
Materials and Assessment.

It is the responsibility of School Partner to keep their User 1Ds and Passwords
secure. Any breach/violation made through a particular account will be dealt
accordingly.

School Partners and Regional Heads should ensure usage of all provided login
IDs of Students and Teachers of preferably every school, especially the ones
nominated through selection criteria.
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e Teachers/Head Teachers in every School should ensure to enrol Students
belonging to respective Grade and Subject. Likewise, it will be responsibility
of Teacher/Head Teacher to manage classes and distribute assignments and
other class room material to students.

e School Partners should ensure through the Head Teacher/Teacher that
students follow guidelines given by teacher and complete the
homework/assignments distributed through Class Notebook/One Note.

e Ifany of the School Partner’s contract is terminated their IDs will be blocked
and it will be the responsibility of the concerned Regional Heads who will
communicate the same to Head office/Regional IT team.

Under the Al plan, the services/applications we are using are web apps which are
based on cloud computing technology user still will be able to access their data
online anytime/anywhere and on any device through web application.
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6. Microsoft Teams SOPs for HTs / Teachers

6.1 Setting/Activating up your Teams/Classes
(To be done by Teachers of respective schools)

When you login to Teams below is the first screen/window which would appear

bt & —

Chat Recent Contacts Y To: [Enter name, email, group or tag v

New chat

Type a new message

b1 CO@BE B g - >

Join or create a team

Click on Teams Icon on the left

Click on Create Team button h

Create a team

28" Create team

10



Select Class

Click on the link

Create a team using a
group set up by you
or Sindh Education
Foundation

(Teacher will be
shown their Teams
which are created
automatically (Grade
taught + Subject)

Select Each Group 1
by 1

For E.g. Grade 6
Science and Click the
Choose Group button

Upon Clicking the

Choose Group button —
Grade 6 Science Team

would be shown

No: SEF/PSDU/022/2020

Select a team type

- \ v
g ol \U g
- P N ro le

l N —
Class Professional Learning Staff Other
Discussions, group projects, Community (PLC) School administration and Clubs, study groups, after schoof
assignments Educator working group development activities
Cancel

Create your team

Teachers are owners of class teams and students participate as members. Each class team allows you to
create assignments and quizzes, record student feedback, and give your students a private space for
notes in Class Notebook.

Name

Description (optional)

Create a team using a group set up by you or Sindh Education Foundation

Cancel

Which group would you like to use for your team?

® Grade 6 Science
o Grade 7 Science
(@] Grade 8 Science

11
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16 students are waiting to join.
Teams Y it

General Posts Files Class Notebook Assignments  Grades + ® Team  ***

Grade 6 Science

General
Welcome to Grade 6 Science
Choose where you want to start
Start a new conversation. Type @ to mention someone.
" Join or create a team bex] A OB G Q - B

To activate the teachers class, click the Activate button which shows message
16 students are waiting to join (this means there are 16 students in Grade 6
Science assigned to this particular teacher)

16 students are waiting to join.
Teams Y i

[ General Posts Files Class Notebook Assignments Grades -+ @© Team  +**
Your teams
Grade 6 Science
General
Welcome to Grade 6 Science
Choose where you want to start
gl |
A g, |
avr Y Ly
Upload Class Materials Find help & training
Start a new conversation, Type @ to mention someone.
25" Join or create a team f23 A GO @B & g e B>

12
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On clicking the Activate
button below prompt
will appear Click
Activate button

Followed by a
confirmation dialog Click
OK

Teams

Your teams

B oeceescence
Click the 3 Dots
next to Grade 6

Science and

Select Manage

Team to see your

Students

oot
& Join or create a team

Activate team

Once this team is activated, your students will have access. This can’t be undone.

Y General Posts Files Class Notebook Assignments Grades ©Team o

2 Hide

3 Manage team

E Add channel

g Add member

R Leave the team
4 Editteam

@ Getlink to team

) Manage tags

il Delete the team

Your team is now active

Welcome to Grade 6 Science

Choose where you want to start

L g—1
S y i, |
Lo 4 B |

Upload Class Materials Find help & training

Start a new conversation. Type @ to mention someone.

¢ O WE B g e -

13



As you can see in
the screenshot the
Teacher is
displayed as owner
of the Team and
Students are
displayed as
Members of Grade
6 Science team of
respective School

Teams

3Ms.

Grade 6 Science

Your te:

General

oot 4
t0 Join or create a team

Y

&3

Grade 6 Science

Menm

Search for members Q

Owners (1)

Name

SA ' Sadam Rafique Ahm...

Members and guests(15)

Name

MK Mahboob Zameer...

AB  Ahsan Ali Bux

NA_ Nazeer Bashir Ahm...

SR Cammad Shmad Rov

nbers  Channels  Seftings  Analytics  Apps

Title

Title

No: SEF/PSDU/022/2020

Tags @

Tags @

D Mute students

0

0

0

@ Team

& Add member

Role

Owner v/

Member v X
Member v X
Member v X

Mamhar n7 Y

14
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6.2 Navigation Tabs of Teams for Teachers for interaction with Students

‘. Gene @ @ ass Notebook Gr:de; + M Team

joco Setny clasrom

Whare
M&: upwté chogs  0ad "‘"Z';k b
: \
o;\d : o Mlb(f“’b Welcome to Example Class‘J S

I o Choose where you want to start

o v xd) oL J =k

Upload Class Materials Set up Class Notebook

SLart & new conversation. Type @ t0 mention someone

NG OBE 2D ¢ - B

15
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6.3 Teams — Adding Content to a Team

- s Yot
M = ot e
Y ebot Assignments  Grades ® Tean e

y
1
3
w
R
o
n
3
n
B
=
b4
4.

Welcome to Example Class

Choose where you want to start

5\0gf : %

Uptoad Class Materials Set up Class Notebook

'

b=t

Click on your class and then the general channel (1). Click on the Files tab (2)
at the top of the main page

If you are uploading files
that can be edited, you
need to upload them into
the Class Materials folder.
Genersl Materials in this folder are
not editable by students,
only by teachers. In the
image below, I’ve clicked
Class Materials Elaine Hayes into class materials

e General Posts Files ClassNotebook Assignments Grades =+

+ New v 7 Upload v 33 Snc @ Copylink & Download - Add cloud storage +*

Name v Modified | ~ Modified By

16
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u]
0" C & teamsmicrosoft.com/ #/school/files/General?threadid=1%:ddd 1ed0c989d47d2ach00988fF.. fr @ QJ
x ‘ﬁ %NMW M Worm- Emm" Search for or type a command
U Easy access v Edit Select none
Copy  Delete Rename  New Properties . 0
tor v folder v ¢ Histary g7 Invert selection
Organise New Open Select - General 2 4 Class Notebook  Assignments Grades +
v b 0 Search Documents frm
B e —. 5 + New v Q7 Upload v Syne @ Copylink @ Open in SharePoint = All Documer
0 to_9U_Percent ¥inpont Al Fack Year.. 1U/U 3 A)ﬂcl;i Acrobe
¢ @Vzaﬂwarem;mninglmt) Microsoft Exc: General ) Class Materials
¢ BJanuaryHigher Notebook File
4 T January-Higher-Plus Adobe Acrobz L — Vodified v Modifed By
5 January-Higher Adobe Acrobz m
J " Basic algebra 2 year 9 Adobe Acrobz ‘
' 7 Basicalgebra 1 Vear9 Adobe Acrobz }r
* @V&arﬁDCZH\ghuPapevZﬁnalEDl'l‘ED Microsoft Exc: 7=
= prob 2 10025 Adobe Acrob: —
*F Prob 1 10Mz5 Adobe Acrobz
= probabilty 1 Adobe Acrob:
! 46i Congruence Adobe Acrobe v n
N &

& (not connected) Syncstatus: A, Files arein conflict

IIREnlzrged QP

No: SEF/PSDU/022/2020

You can use the
upload button and
follow the
instructions, or you
can drag the
material you want
to upload into the
folder, exactly like
you would drag a
file or folder on
your own
computer. You can
drag in a folder or
multiple
documents.

17
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6.4 Teams — Creating an Assignment

EC General Posts Files Class Notebook ssignments

Within the team, click on Assignments in the
top bar.

Upcoming 7

> Drafts

.~ Assigned (0}

Click on create, and then select assignment.
Once you fill in all the required information,
the assign button will be highlighted. You can
| | set the same assignment to more than one

L class, but you must be an owner of that class.

' If you want to set an assignment for the
wooks i fUtUre, click the edit button at the very
R bottom.

New assignment {l.tlﬂ_ Discard Save
I Gi

Enter title (required)

() Add category

w1 (hak do du shdets need do kaow o

do Ho dast?
7 e €~ Uglnd oy celwant matercaly
Points
Ne points
o i et You o olffecentiake stiam‘“‘k
ione o Wk classes (s Bis work for’ /by oy selecting coctan shaents
Example Class Click here 0 — T Alstudents o
add the assi do
Date due More &a\ Ch‘s Time due
Mon, 16 Mar 2020 & 23:59 ;
signment will be posted immediately with lzte hand-ins allowed{(Edit

18



Edit assignment timeline

*'ﬂ °L “‘5'-

Schadule to assign in the future &~

Post date

Due date
Due date

Mon. 1§ Mar 2020

Close date ‘* 8“ M M&

When do Yo

Dot tinne “w

Mon, 15 Mar 2020 =) 0%:00

B 2359

Clote time

Mon, 18 Mar 2020 =) 2359

Assignment w

| be posted immediztely and is due on Monday

wert & o
for s-\w-__ds’.

wand fo ollow lake

hoad in, clidh Wiz

16 March at 2

Cancel

255, Late hana-

No: SEF/PSDU/022/2020

Due date is the date you want
students to hand in the
assignment by.

Close date means that students
will not be able to upload any
work to that assignment after
that date

19
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6.5 Teams — Marking and Giving Feedback on an Assignment

B ceneral rome i c.asstbo,ades + - » Click on Assignments tab,

and under assigned you will
see a list of the tasks you

Upcoming

> Drafts

e have set, when it was due
oot wowes 00, how many students have
submitted the work and how
Due 2y 30152359 S many you have reviewed
> Gradea and given feedback for.
Click on the assignment.
Coursework Click on handed in to view
S the assignment and to give
LD it feedback.
 cm— PITERITR In this assignment, a
| o= = student has uploaded a
R —— " picture of their work.
. e 3 Wentolle . Students can upload their
| e work in a digital way for

example in Word or a picture

For example, if a student uploads their work as a Word document, you can mark the
document, add in annotations on their document as well as typing in the feedback box
above. Click on the return button and the student will get the assignment back and can
read and act on the feedback given.

20



6.6 Teams — Setting Up a Virtual Classroom - Teacher

eneral Posts Files Class Notebook Assignments Grades -
G I P Fil Class Notebook  Assig G

Welcome to Example Class

Choose where you want to start

S f

Upload Class Materials

Start a new conversation. Type @
A ¢ © @ B @

Set up Class Notebook

No: SEF/PSDU/022/2020

Within your Team,
click on the little
camera icon to
create a meeting and
the image below will
pop up. Click on
meet now to create
a meeting for your
students. Click your
camera to be off, as
we will be sharing
our screen and click
meet now

21
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Students in the Team will see a notification that a meeting has
started, and they can join. Clicking the screen with an arrow
button shown below allows you to share what you have on your
screen with your students who are on the call.

In the student version of how to join the meeting, | have shown
students how to mute their microphone and turn off their
camera, and how to ask questions using the conversation
button.

Clicking the ellipses (orange circle) brings up a menu where
you can turn off incoming video from students if they have
forgotten, and also allows you to record the lesson that will post
on Teams afterwards. To practice using this before going live
with students, create your own example Team and follow the
instructions to set up a meeting that just has you. To finish the
meeting, ask the students to click on the red button — wait until
all the students have left the meeting before you as the teacher
finish the meeting for safeguarding purposes.

| Selection

Select 3 part of the picture,

22
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6.7 Role of Teachers and Head Teachers

- Teachers and Head Teachers should ensure Microsoft Teams is being used
solely for official teaching and learning purpose only. Fair usage policy
should be applied. We totally understand the value of Microsoft teams and
ensure that we provide Teachers account by setting up their online classes
and student enrollment automatically using School Data Sync (SDS)
process/tool so that Teachers and Students use Microsoft teams to
effectively collaborate/communicate and sharing of class room specific
material and resources.

- Teachers and Head Teachers would be further supported with their roles
and responsibilities by the team of nominated 69 Master Trainers and they
will further guide all stakeholders in usability of Microsoft Teams in an
effective way.

- It is the responsibility of Teachers, Head Teachers to keep their password
secure. Any breach/violation made through any account will result in
inactivation of account and dealt accordingly.

- Teachers/Head Teachers in every school should ensure to enrol students
belonging to respective Grade and Subject. Likewise, it will be
responsibility of Teacher/Head Teacher to manage classes and distribute
assignments and other classroom material to students.

- Ifany of the Teacher/Head Teacher leaves/resigns from SEF school or their
contract is terminated then their IDs will be blocked. It will be the
responsibility of Regional Heads through school partners to communicate
the same to Regional IT team and Head office for smooth
transition/deactivation.

Under the Al plan, the services/applications we are using are web apps which are
based on cloud computing technology user still will be able to access their data
online anytime/anywhere and on any device through web application.

23
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7. Microsoft Teams SOPs for Students

7.1 Teams — Joining a Virtual Classroom — Student

EGS - 9/Mad

BGuuul:- o ot e o

Choose your audio and wdeo settings for

If your teacher has
started a virtual
classroom, you will see
a blue notification in
your Team. Your
teacher will have told
you what time vour
lesson starts, and you
can join at any time by
clicking the join button
circled in red.

The red circle is the camera
function. Make sure that it is
off. Your teacher may have told
you to keep your microphone on
or off — in this meeting, the
teacher has asked all students to
keep their microphone off unless
they are asking a question. You
can ask a question of your
teacher using the chat function.
All questions are kept in the
Team after the lesson is over

PAsating chat

Clide this

24
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7.2 Teams — Uploading an assignment

Your teacher can set assignment for you to complete. You can access this in two
different way. You can click the assignments button in the left-hand menu to see all
the different assignments set by your teacher, or you can click into your class and
click on the assignments button circled in yellow.

Microsoft Teams Search for or type a command

ﬁﬁ! General Posts Files Class Notebook|. Assignments | Grades

< All teams

Upcoming

~/ Assigned (1)
Example Class 2

Example Tasks
General 1] Due tomarrow at 23:59

> Completed

Click on the assignment to access the task.

To add your work, click on the add work. You can add a document that you
have already been working on or create a new one that you can do your work
on. Your teacher will give you instructions on how to submit your work.

General Posts Files Class Notebook Assignments Grades e O

Points
No points

Example Tasks

Instructions
Describe the character of Eve Smith in An Inspector Calls. Thrae
paragraphs

25
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------ L e
@ Lnk
' ” ‘ ! Artachments 13 Oct 2017
Notebooks 5Sep
@ tem: 40 HE-t G
o Computers.pptx 8 Jun 2078
new file o onglele
- Q. Design.pptx 14 Feb 2020
\Gur ass\f)\:w\k.
a. Edex_Comp_S&_GCSE_T210 (1).pptx 20 Ape 2018
@ Network protocols pptx 8 jun 2018
Q Presentation.pptx 3 2018
e this butin o W\OU o “’-
o Template, docx 14 Feb 2020

Pt (6!)& howe sowed on neuu' K e 1 Feb 2020
| —tmmqulnr

Q Uplocad from this dewice Cancel
m General Fosts Fles Class Notebuok  Assignments Grades ' O Mal(e Sure that
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7.3 Role of Students

- Students are required to keep their password secure. The teachers of SEF
schools and partners are responsible regarding change of passwords or
misusing of Office 365/Teams by any students. Any breach/violation
made through any account will be dealt accordingly.

Students should follow guidelines given by teacher and complete the
homework/assignments distributed through class notebook feature in
Microsoft Teams.

If any of the student dropouts/leaves from SEF school, their IDs will be
blocked. It will be the responsibility of partners to communicate the same
to Regional Head who in turn may inform Regional/Head Office IT team
for smooth transition/deactivation.

- Please note, under the Al plan, the services/applications we are using are
web apps which are based on cloud computing technology user still will be
able to access their data online anytime/anywhere and on any device
through web application.
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