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Communicate in your class team

Microsoft Teams for Education

Create and respond to messages in Teams.
Educators Students

Message your class

1. To create a message for your whole class, click

Teams &0 | then pick a class team and a channel.

2. Select the Posts tak.

3. Click the compose box, type your message, and
click Send B,

4, Use @ and the name of your class to notify
everyone of your post. Example: @Algebra.

Start a conversation with one student or a group
of students

1. At the top of the app. click New chat “ .

2. In the Te field, type the name of the student(s)
you'd like to message.

3. Type your message in the compose box and
select Send & |

Algebra Just a reminder that my online office hours are starting mow!
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Reply to a conversation

Posts in channels are threaded like social media
posis. Reply under the original post to keep all the
messages in a conversation organized together.

1. Find the conwversation thread you want to reply
to.

2. Click Reply. add your message, and click Send
B .

Announcements

Uze the Announcements feature to draw your
students' attention to important posts. <J Announcement v Everyone ¢

&' (& New conversation =

1. Select Format to expand the Compose

box. <J Announcement e

2. Choose Announcement and Select a

background color to customize an important

post. ol Announcesent o Evensee can reply 01 Post i mumple chennels (o]
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Dioramas are due tomorrow!
| |

Don't forget!

Gereval Flesse bring your volcano madels to the cafeteria where we'll be seiting wp our
Sciemce Fair tomarnow marning.
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Add some fun with stickers and more I S 1 a
&  Momster bre .
» Click Sticker &7 under the compose box to select g ncro
from a range of custom Microscoft Education
stickers. s e
‘°' Manet
» Select Emoji © for smiley faces and Giphy (] ) recoscrus
for animated GIFs. i Ao
@ ComslReet
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Educators Students
Create and send a message in a chat or channel : 2\ .
« Poet rovow
Click the compose box tc create a message. You can T Ty

type out a simple message, or add on.

= Attach an image, gif, sticker, cor file

= Use rich text to make your message stand out

« Format your message with bullets or make a s Microsoft Teams

numbered list

‘7
g Chat Recent Contacts ¥
= @mention your teacher or a classmate.
hat ‘
To switch from a conversation in a team channel to a Enrico Cattaneo 3
a private chat group, select the Chat icon. e D You: Happy birthday
8 e Assignments 3/18
© Assignment updated | Communication sk
17°] Grady Archie 14
5 You: Almost done. I'll look in 10 mins
‘ Eldon Roque 314
\ « You: Can | call you? | need help with the |
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