Getting started with

Teams

Logging in to Teams

There are several ways you can access Teams:

It should appear on the desktop of PC or search for Teams

in the search bar of the machine.

On the PC, open up the Microsoft Edge Browser located at the

bottom of the screen. This should op
Landing Page.

Login

. Microsoft
en CCG Online, the Student e Edus Logo

On the left hand side, click the
r Office365 Login button.

Office365 Login
(Staff & Students)

Type your student email address:
studentnumber@stu.gbmc.ac.uk
and your password.

[ ]
Student
Helpdesk

* Once logged in, scroll down the page
and look for the Teams logo.

Joining a Team

1. Top right Click “Join or create team”~|

2. Click on ‘Join team”

3. Type the Team code into the box

(your teacher should give this to you) |

4. Click “Add team”

You don't have any teams discoverable
Try searching, join with a code, or create one.
Not sure why you should create a team? Watch

#

Your teacher may have automatically added you, in which case you do not have to do
this. So your Team will show up on your Home Page.
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Getting started with Teams

Posts in Teams e

The Posts tab is where class ‘
communications take place.

Your tutor will post important -
announcements here, but this is also 5 -
where you'll get notifications about
assignments that have been added.

Industry Project

Files Tab
Class Materials folder.
Your tutor might use this folder to put e YT
general course information, weekly P E——
handouts or reference materials. DR . S Gt S

™ Name Modified
You can read these files, but you can't i
change them. — R
Join a Team Video Call
To join a video meeting, either: General Posts Fies ()
Click the Join button on the Posts tab | ‘4, Leona meace 1525

announcement OR

= Unit 1 Overview

i Thursday 19 June 2025 10:00 ol
Click the Meeting link in your calendar.
Using the Classwork App _—
? < All teams ﬂ Classwork
The Classwork App is where you can ° B
view class materials and assignments, ER T R
set up within Modules. S & I
Select your Team Class then select © oot
“Classwork”. 2
MEHLhﬂg,:—l {3} UV30468 Client Care & Communication Log Book

Click the Module name to see its

- * UV20415 Working in Beauty Related Industries
contents. To open a resource, Click the —————
resource name. -_—
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Assignments

i L Search (Ctrl+AIt+E)

EP < All teams E Assignments

5 Ex)
T Pastdue  Completed

MET_CourseCode_2025-26 Mar 14th Tomorrow

Click the Assignment
G2 (g2 Assignment A: H&S-Client Care & Working in Beauty Related Industrie

App and Forthcoming et I .
Tab —] ssirmens Click on an

im §

% Grades .
Mar 28th e assignment to
S . .
view the details.
-~ Due at 12:59 AM
[ ]
rch (Ct t ,o
E Assignments s C O

< Back 0 o Netwmedn lﬁ

Read any instructions i‘\s&.ig?ment A: H&S-Client Care & Working in Beauty Related Points When yOU,Ve Completed
ndustries 10 points possible
and click on any the assignment and

refe rence materials UV30491 Monitor and maintain health and safety practice in the salon added any Other

UV30468 Client care and communication in beauty related industries
. UV20415 Working in beauty related industries H

to view them. resources (if you need
The aim of this assignment is to evidence your underpinning knowledge across the referenced
units for the Level 3 Beauty Therapy Treatments qualification H H

to), Click the Turn in

Reference mterals button.

Wiatch this video to help you with the assignment
appiscreencastify.com

L)

Have a look at this presentation for some guidance.pptx

=+ 15 Client care DATA PROTECTION ACT.pdf

g

Assignment A - Level 3 Beauty Therapy.docx —

d £ Atach + New

Click the Close button
l to take you back to the
assignment instructions

Reference materials ate " °
s Word document I
Watch this video to help you hi 3sit
- 2 ® O |¥% Homeccson x|@ x @ o s | Microsott Te- x| - - ofx
app.screencastify.com e S _ N
B Excel spreadsheet & C O hitps//teamsmicrosoftcom 8 a = -lo
o
; HoO 46 .
@& OneDrive ta r 5 ) |8 ’ @
[F ] 'owerPoint presentation ® @  Assignment A - Level 3 Beauty Therapy (@
& Link . @ P Mome e low R Rie Vew Hep Tl Q Wimewnstyouvarttode (O 2w o
EC ier @} Class Notebook page df @ ov gy e vz v[B]T U Ev = [vomal Vav| 8y £ S e
& f 1 2 3 0 s 1
i Teams -
i Flip video recording aN -
= Clomplete the following questions:
B
2 U pload from this device I o # Whitehoard Ha 1. State the reason for carrying out risk assessments
I &
# Attach -+ New h =+ New

2. Describe the procedures for carrying out a risk assessment

Click the “Attach” Click the “+ New” button "

button to upload files to create new files Your tutor may have set up a document

from your computer or  for your assignment. for you to work on.

OneDrive or to add a Select Word, Excel or

link. PowerPoint, depending
on the type of file you
want to create.

Click on it to work directly within Teams.
Your work will automatically save.
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Assignment Tabs

You can see all your Forthcoming, Past
due and Completed work by clicking on
the tabs in Assignments App.

1] X Search (Ctrl

+AIt+E) ‘e

< All teams E Assignments 2 C W
Level 2 Beauty Therapy ¥

Home page Forthcoming Pastdue| Completed

Class Notebook 4 Jun Wednesday

Classwork

Aesignmicnis Quiz for Resubmission Handed in

Submitted at 13:10

e bmitted at 13:

Reflect
Main Ch.

8/10 points
(2 Feedback

General

7 X Search (Ctrl

+AIt+E) oy
< All teams E Assignments A C W
Level 2 Beauty Therapy i
Class Notebook Ao S sl
. Assignment B - Massage
Due at 23:59
@ Module: Assignments
[71] Q  Search (Ctri+Alt+E) i LA
< Allteams E Assignments P4 & O]
Q. Search by assignment title
Level 2 Beauty Therapy i
T Forthcoming | Past due |Completed
Class Notebook 29 Jun Due:2 days ago
Classwork
Assignments Kahoot 1 pokis
i Due at 23:59
Reflect

View your Work and Grades

In the Grades App you can see the
status of each assignment, any feedback
and points awarded.

Viewed: You have opened the
assignment but not started working

Not handed in: You did not submit the
assignment.

T

£ All teams

Level 2 Beauty Therapy

Home page Due date v
Class Notebook
Classwork 6 Jul
Assignments
Grades 2lun
Reflect
19 Jun
Main Channel
4 Jun
enera
7 May

Kahoot

Handed in/Late: Waiting to be marked

Returned: Tutor has marked and
returned your work with fedback.

Returned for revision: Tutor has
returned the assignment for you to review
and resubmit.

o =
Assignment - Status o Feedback Grade =

Unit 1 - Project Proposal ¢ Returned = No paints

Assignment A - H&S/Client C... ® Viewed No points

Quiz for Resubmission +* Handed in /0

Assignment Number 2 @ Nothanded in No points

& Viewed /10



