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Teams and OneNote for Teachers – A Guide 
Downloading and logging into both Microsoft Teams and Microsoft 

OneNote 
 

1. Open your iPad onto the Home screen and click into 

App Store  

 

 

 

 

 

 

 

 

 

 

 

 

2. In the bottom right hand corner, tap the search 

option. Search ‘Microsoft Teams’ 

 

 

 

 

 

3. Click ‘Get’ beside the Teams Logo 
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4. Similarly, search for ‘Microsoft OneNote’ and click 

get beside the OneNote logo.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Both of these apps will now be loaded onto your 

Home Screen on your iPad. 
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6. You can hold down on these apps with your finger 

and when they are ‘wobbling’ move them to a 

more convenient place 

 

 

 

 

 

 

 

 

 

7.  like the ‘Dock’ which is shown here. 
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8. Press the home button now at the bottom your iPad 

and everything will show on your home-screen. 

 

 

 

 

 

 

 

 

Logging in to both apps and setting up a class on Teams 
 

1. Tap into Teams and sign into your account using your Maryfield College email address and 

password.  
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2. Tap on the ‘plus’ symbol      on the top left hand side and click the ’Create a Team’ Option. 

        

3. Select the ‘Class’ template 
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4. Enter your Team Name and adding a description is optional.  

 

 

 

 

 

 

 

 

 

 
 

5. Add members to your Team 

 

 

 

 

 

 

 
 

 

 

 

 



Maryfield College Office 365 Virtual Learning Environment – VLE Support Team 

6. You can now add posts and messages to the class 
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7. Tap ‘More’ at the top of the screen 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. Tap on Class Notebook 

a. This is how you should access OneNote initially and how you are going to set up your 

‘Class Notebook’  

Class Notebook is like your students’ copies all in the one place. It is where they will submit work and 

where you will correct it.  
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9. Tap on ‘Set Up OneNote Class Notebook’  

 

10. Then select ‘Blank Notebook’ 

 

11. N.B. Please note when naming your notebook it cannot be changed! So name it something that 

will last the duration you will be teaching that class. 
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12. You will see this page, click ‘Next’  
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13. Here you can set up the sections you wish your students to have in each of their Notebooks. 

They give you these four as a Default.  
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14. We recommend changing it to less sections. Something like:  

a. Homework 

b. Tests 

c. CBA Portfolio  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Maryfield College Office 365 Virtual Learning Environment – VLE Support Team 

 

 

15. It will take a few minutes to set up your Class 

Notebook and you will see the following screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

16. You will then be taken to the OneNote app and 

shown the following screen 
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What are? 

 I) The Collaboration Space  
The Collaboration Space is a place where EVERYONE in your Team can edit the same material. In our 

view it would not be used very often, unless you have a project in which EVERYONE in the class is 

working on.  

ii) The Content Library  
The Content Library is where YOU ONLY can add pages. These pages cannot be edited by the students 

themselves. They must copy them into their Notebook in order to ‘write’ on them or edit them. This is 

where you might put things like handouts from class. 

iii) Student Notebooks  
Each student will have their own Notebook. This is essentially their very own copybook. Only they and 

the teacher can see what is written into this copybook. You have access to every student’s copybook. 

This is where a student might upload a picture of their homework for you correct.   
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Class Notebook 
 

1. This is what the student’s sections in OneNote look like 
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Adding Sections to your Content Library in your Class Notebook 
 

1. Tap on the Note book where you wish to add a new ‘Section’ 

2. Tap on ‘+ Section’ at the bottom of the screen 
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3. Name your new section. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. You can now add new pages to this section. 
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How to insert an image onto a page that’s in a Section the Content 

Library 
1. Tap on Untitled Page on the right hand-side 
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2. Tap on the white page. You can type a title at the top of the page. This is the new name of your 

page.  
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3. Tap ‘Insert’ that is at the top of the page. Here it 

shows you a toolbar of options. You can insert a 

table, pictures from your iPad, audio (for 

feedback) or a file/PDF that is stored on your 

iPad. We are going to insert a picture of a book. 

So tap on ‘Pictures’. 

 

 

 

 

 

 

 

 

 

 

 

4.  Select the photo that you wish to insert.  

(A blue circle with a tick will appear on the photo you 

have selected.) 
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5. Your image will show on your page like 

so 
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Distributing pages/ worksheets in OneNote 
1.Tap on the page in your Notebook (perhaps in the Content Library) which you wish to Distribute to 

your students 
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1. Tap on ‘Class Notebook’ at the top of the screen. 

 
 

 

 

 

 

 

 

 

 

 

 

 

2. Tap on ‘Distribute Page’ at the top of the 

screen 

 

3. Click Individual Distribution or Group 

Distribution depending on who you wish to send it to.  
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6. A sidebar will load on the right hand side, this 

may take a few seconds.  

 

 

 

 

 

 

 

 

 

 

 

 
7. Select the student’s section where you wish to put the page when it is distributed. E.g. 

Homework  
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8. You will see another loading 
sidebar as your page is 
distributed to each 
student’s Notebook. 
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Correcting in OneNote with Apple 

Pencil 
 

1. To correct with Apple Pencil on your iPad, in 

OneNote, you should tap on the student’s 

Notebook which you wish to correct. 

 

2. Go to the section you are looking for, eg. 

Homework.  

 

3. And the Page that you wish to correct 

 

4. Tap on ‘Draw’ at the very top.  

 

 

 

 

 

5. Here there are many pens, pencils and 

colours to choose from.  

 

6. Tap on it and away you go.  
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7. The ‘rubber’ or ‘eraser’ will correct any 

mistake once you tap on that and then tap 

on what you want to erase.  
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8. The ‘Lasso Select’ is a way of moving the text you have written down.  

 



Maryfield College Office 365 Virtual Learning Environment – VLE Support Team 

 

9. Simply select ‘Lasso Select’ at the top of the 

screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. Draw around what you would like to move 

and move it with your Apple Pencil.  
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Note to all users of Office 355 Applications as part of a blended learning approach – please use 

this guide in conjunction with the following school policies. 

1. Maryfield College Internet Acceptable Usage Policy 

2. Educational Technology Usage Policy for staff, students and families  

3. Child Safeguarding and Risk Assessment 

4. Maryfield College Code of Behaviour 

 

This document was created and distributed on 18th November 2020. 

Many thanks to the staff who contributed to the development of this resource for staff – Ms. 

Nicole Cooney and Ms. Carol O’Toole. 


