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Set Up a Class and Add Students to Your Class

1. [image: ]Select Teams from the O365 landing page.

[bookmark: _Hlk36279010][image: ][image: Cursos de Microsoft | System Formación]

1

[image: ]4. Select Class as the team type.
2. Set up a class team by selecting Teams in your left rail to view your teams.


2. 
[image: ][image: ]3.  Select Join or create team.  Then select Create team.



5. [image: ]Enter a Name and Description (optional) for your class team, then select Next

Add Students to a Class Team

1. After setting up your team, the Add members dialogue box will open.

2. [image: ]Make sure the Students tab is selected, enter your students’ names and select Add.  When finished, select Close.
If you would like to add co-teachers and/or support staff to this class, select the Teachers tab and enter your co-teacher’s name.


Create a Join Code to Allow Students to Join the Team 

1. [image: ]Select More options [image: ] next to the team name.

2. [image: ]Go to Settings and Team Code.
Add Additional Students to Your Team Later

1. Navigate to the class team you'd like to add a student to, then select More options [image: ] next to your class team.

2. [image: ]Select Add member and follow the same steps as above.




Customizing and Navigating within your Microsoft Teams Class 

In Microsoft Teams, teams are groups of people brought together for work, projects, or common interests.

Teams are organized in channels.  Channels are dedicated sections within a team to keep conversations organized by specific topics, projects, disciplines—whatever works for you and your class.

Channels are places where conversations happen and where the work gets done. Channels can be open to all team members or, if you need a more select audience, they can be private.  Standard channels are for conversations that everyone in a team can participate in and private channels limit communication to a subset of people in a team. 

Creating a Team Channel

To create a channel in your class team, navigate to the class team you'd like to add a channel.

1. Click More options [image: ] next to your class team name.

2. Select Add channel.
[image: ]


[image: ]
3. Enter a Channel name.
4. Enter a Description (optional).
5. Select the type of channel from Privacy - Standard or Private.
6. Check the box to Automatically show this channel in everyone’s channel list.
7. Click Add.


Create a Tab in Your Class Team ChannelPrivate channels in Microsoft Teams create focused spaces for collaboration within your teams. Only the users on the team who are owners or members of the private channel can access the channel. Anyone, including guests, can be added as a member of a private channel as long as they are already members of the team.


The tabs at the top of each channel link to your favorite files, apps, and services. Tabs can be added to your team to provide a resource rich immersive environment. You can add a document or presentation that people can view or co-edit as a team, a planner for tracking tasks and managing work items, or a secure website that members of the channel can reference easily. 

[image: ]
[image: ]1. Navigate to the class team and channel you’d like to add a tab.
2. Select +
3. Select the type of tab you would like to add and follow onscreen prompts to choose what the tab will be named.
4. Select Save.





Learn how to make your Microsoft Imagine Academy curriculum easily accessible for students using a Microsoft Class Team. See the following additional Quick Start Guides:

Step 4 Adding MSIA Content to Class Team Quick Guide
Step 5 Creating and Posting Assignments in Teams Quick Guide
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