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Creating a Classroom Team
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Classroom Teams have unique permissions and features for teachers and students. As 
owners of the team, teachers assign work, share class content, and control who can 
post in the team. Each class team is also linked to its own OneNote Class Notebook.

1. Select TEAMS         from the app bar.

2. Select JOIN OR CREATE TEAM  

3. Create TEAM

4. Select CLASS as the team type

While we are enabling this feature for all teachers, we understand there are some 
teachers that will not know how to or be comfortable in creating their Classroom 
Team and that’s ok! Teacher Librarians (will be trained by next week) and 
Administrators will be able to help support the creation of these Teams, with staff 
being able to add their students (see page 3 for these instructions). Remote learning 
does not officially begin until April 14th.
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5. Enter a name for your class team using the SPECIFIC PROTOCOL described 
below:

6. For consistency, Langley School District requests that the following naming 
conventions be used.  These are meant to ensure that students can easily 
navigate the Teams environment. 

There are 3 parts to the naming convention as outlined below:
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7. Add an optional description for your class. 

8. To invite students to your Team, open the Team and follow these steps:

Adding Students to a Classroom Team

A. In the right-hand pane:
•Click on the THREE DOTS to 
the right of the Team name
•MANAGE TEAM from the 
pop-up menu.

C. Scroll down to TEAM CODE and click on it to open it up.
• There you will see a Team Code that you can copy and email to your students 

using MyEd. NOTE that the first time you do this you may have to GENERATE 
the initial code.

• If you have concerns about the code being shared, you can go here and reset the 
code at any time.

B. In the right side of the window click on 
SETTINGS from the menu choices at 
the top of the pane.

(Once students are added you can adjust who is in your class Team by selecting the 
more options icon (…) from beside the team name and selecting ‘Manage team’).
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School Codes for Classroom Teams
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