A student view of logging in with clever, going to Microsoft Teams, checking a class,
viewing an assignment, completing an assignment, and reviewing other class
options within Microsoft Teams ..........

In 10, Easy Steps!!

Step One- Log-in to Clever

Helena School District 1
Not your district?

Hints for logging in with Active Directory

Username hint: Clever

This is your district username (the first part
of your email).

Password hint: E E
This Is the password you use to log in to a

computer. E F
.. am
[5] Click here to login.
Clever Badge log in

District admin log in

Having trouble? Get help logging in!

Clever

Privacy Policy - Terms of Servico

Step 2- Enter your student ID and password

deam,ﬂ&“&%@?ols

Sign in with your organizational account

Welcome to the Helena School District.
Please sign in using your district email and password.
Examples:

hel hools.org (Faculty/Staff)




Step 3- View your teacher pages in Clever

‘ Iew Helena High School Q Search Portal A & -

Teacher Pages

Teacher Pages

HSD Resources

District Learning Tools

2-5 Class Resources

Middle School Class
Resources D. Broadhead's J. Melcher's Page K. Askin's Page M. Sampson's Mrs. Lindgren's R. Poelking's

Page Page Page Page

High School Class
Resources

More apps

S. Evans's Page

Step 4- Choose a teacher to see where they are posting class information

Clever Helena High School Potal & &

< Back

Newly Added
Microsoft Teams Office 365

Clever will review your log-in information. Then click “go to microsoft teams”

Your Login Information [x]

Single sign-on to this app requires the Chrome,
Firefox, or Edge browser and the Clever
extension. Copy your login information below
and paste It into the website to log In manually.

Go 10 Microsoft Teams

| need help!




Step 5- Once in Teams, you can choose a class you want to view

Teams & ' Join or create team

m) 7Y ® ® B

Statistics - Section 1 Period Science Seminar - Section

Eng Lit 110 - Section 2 1 Amer Govt AP - Section 1 > AP Government 2020

=

Science Seminar - Period

5 Teacher Aid - Section 1031

Microsoft Teams

B General rposts Files Class Notebook Assignments Grades ® Team

All teams

Teacher Aid - Section 1...

Welcome to Teacher Aid - Section 1031

Try @mentioning the class name or student names to start a conversation.

|-

General

Start a new conversation. Type @ to mention someone.

Ar ¢ © @ B o0 @ B




Step 7- To check on assignments, click the “Assignments” tab

Microsoft Teams “ Search or type a command _

All teams B General posts Files Class Notebook Assignments Grades "
‘ Upcoming
Assigned (1)

Teacher Aid - Section 1... -

Week 1 Assignment
General (1] t rrow at

Completed (1)

Online Welcome v

Step 8- Click the assignment in the “Assigned” tab. Any assignments you have
already completed will be shown under the “Completed” tab. Students can complete
work in their OneDrive “Office 365” a desktop version of word, or any preferred
online document (Google, notes etc.)

All teams B General posts Files Class Notebook  Assignments  Grades "
4 Turn in
Teacher Aid - Section 1031
Week 1 Assignment 10 ::';“:-".s possible

Genera




Step 9- When you are ready to submit the assignment, choose the “Add Work”

option. From there, you have 3 options to turn in your work.

OPTION 1- OneDrive

OneDrive

+  New File ] Name

@  Link
Attachments

Biomed
&5 Teams

Drivers Ed

English 2

English1

Health 2018

Marketing

Upload from this device Cancel

OPTION 2- Open a new document right in the assignment

@& OneDrive

@ Link

Choose a file type
o Word document
3 Teams =

PowerPoint presentation

(<3 Excel spreadsheet

Upload from this device

OPTION 3- Upload a document from your computer

i Open %
« v 1 B > ThisPC » Desktop » ‘] Search Deskto
Organize *  New folder - m @ %
A [ Mame d)
@ OneDrive - Helenz
Letters of Rec
v BThispC Transeripts
330 Objects [ ClassroomPerformanceReport
> [ Desktop ¥# Gradebook Login In
‘i Documents 58 Microsoft Teams
¥ Downloads  spotify
D Music
&= Pictures
B videos
2. 0SDisk (C)
s Counselor Worki v ¢ >
File name: Al Files (%7) ¥

8 Upload from this device

Modified

Mar 9, 2017

Jan 29, 2018

Mar 2, 2017

an 29, 2018

Sep 7, 2016

May 25, 2018

Jan 29, 2018

Cancel




Step 10- When finished, turn in the assignment.

All teams B General rosts Files Class Notebook Assignments Grades

Teacher Aid - Section 1031

Week 1 Assignment

General

B CAC fables doct

You should see a confirmation that the assignment was turned in on the screen, and
in a notification in teams. When you turn in an assignment, the teacher will also be

notified.

‘ General Posts Files Class Notebook Assignments Grades

TPM Undo turn in

Points
10 points possible

Week 1 Assign

ent

Instructions

Welcome to online learning! Write a short paragraph (5-7 sentences)
explaining what you have been doing this week to stay active.

My work

B C&C fables.docx ase

Students can still see that it was turned in, and what the document was they

submitted.

B General Posts Fles ClassNotebook Assignments Grades

in

L)

Teacher Aid - Section 1031

Week 1 Assignment

D &

~




Your assignment will then show in the “Completed” assignment tab

= e =
All teams B General ross File ok Assignments Grades e O
] i
Upcoming
Assigned (0]

Teacher Aid - Section 1031

General

Nothing left to turn in. #winning

When graded, the student will see teacher feedback, and the grade they received.
[ S .

B General ros:

-
=
&
-

Week 1 Assignment

n your document. Great description of your

B CaC_fablesdoo

The student can also click the “Grades” tab to see all graded work to date.

All toams B General posts Files ClassNotebook  Assignments  Grades

Teacher Aid - Section 1031 !

General

Tomorrow Week 1 Assignment ' Retumed

Tomorrom Online Welcome « Retumed 20/20




Other useful tabs in Microsoft Teams:
The “Posts” tab shows communications from the teacher and the rest of the class.

@ General pPosts Files Class Notebook Assignments Grades ® Team
B Assignments
Week 1 Assignment
Due Mar 19
View assignment
< Reply
@ Broadhead, Dane 4:09 PM
n YouTube
HIIT Home Workout for beginners
The Body Coach TV | 6.3M views | 5 years ago
R T
3 WY N
= | 74
s
DEP
¥
Start a new conversation. Type @ to mention someone.
B

A ¢ O BB B> Q -

The “Files” tab shows any class documents the teacher has uploaded (syllabus,

outlines, organizers, notes etc.)

B General posts Files Class Notebook  Assignn

IL e

General

Broadhead, Dane

The “Class Notebook” tab has different options for teachers, and students to store

collaborative materials.

B General

&

Welcome to Class Notebook

is a digital notebook for the whole class to store text, images
s, links, voice, video, and more

Your OneNote Class Noteb
handwritten notes, attachment

and each individual student. Teachers can

1. Student Notebooks

studen

access every
2. Content Library — A rea
3. Collaboration Space — A space wher,




