Maryfield College Office 365 Virtual Learning Environment — VLE Support Team

Teams and OneNote for Teachers — A Guide

Downloading and logging into both Microsoft Teams and Microsoft
OneNote

1. Open youriPad onto the Home screen and click into

App Store
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Filters v . microsoft teams. [] Cancel
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2. Inthe bottom right hand corner, tap the search
option. Search ‘Microsoft Teams’
[
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Microsoft SharePoint AR Block Gun Pixel Wars...
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3. Click ‘Get’ beside the Teams Logo

Zoom for Intune
Meet Happy
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. . . . 17:23 Tue t a9 >
4. Similarly, search for ‘Microsoft OneNote’ and click . qEp— B
get beside the OneNote logo.
Nebo: Take Notes Microsoft OneNote
Write o text, share docum. Capture Notes, Ideas and Memo ()
B0 %edekeok o ‘GET u dekdkok vy o

The future
of note-taking

A, SToRY
Supercharge your productivity

ThinkSpace: Mind M...
\‘ All in One idea Notepad GET
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@) Today o comes £ aps & Arcade Q search
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5. Both of these apps will now be loaded onto your o -,
Home Screen on your iPad. @ %

Entertainment Quick Family Tree Music

Spotify
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Entertainment Quick Family Tree

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.

Entertainment Quick Family Tree

ODDODO®
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17:25 Tue 20 Oct

ol % @ -

8. Press the home button now at the bottom your iPad
and everything will show on your home-screen.

Calendar Photos Camera Contacts

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

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

17:29 Tus 200et F %N 1730 Tue 2000t R

<
‘Lﬁ

Select an account to sign in with

& signin with another account

Sign in using your work, school, or
Microsoft account.

Enter email, phone, or Skype

Get help with signing in

Join a mesting

B2 signup for free
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2. Tap on the ‘plus’ symbol
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= Q Teams ')
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3. Select the ‘Class’ template

Class

Discussions, group projects, assignments

16116 Thu 22 Oct

Q Teams &8 &
A

. & Join a team with a code

> . Roinn na Gaeilge- Coldi... -+
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Professional Learning Community (PLC)

Educator working group.

Staff

School administration and development

Other
Clubs, study groups, after school activities

+ Create ateam

233 Browse teams
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4. Enter your Team Name and adding a description is optional.

<

Team name
Letters, numbers and spaces are allowed

Description (optional)

This will help people find your team

Teachers are owners of class teams and students participate as members. Each class
team includes a Class Notebook.

5. Add members to your Team

Teachers

Add: Enter a name or email

SUGGESTIONS

RC_ Rebecca Carroll
Lo}
Anne Mahoney
Roisin Mulholland
Maria Byrne

Sorcha Mellon

Maree O'Rourke
©
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6. You can now add posts and messages to the class

15119 Thu 22 Oct

~ . L Gaeilge 2020/2021

.
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Maryfield College Board...

General

SPAD 4L(m)
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Ciorcal Cainte

General
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General
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See all teams
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Maryfield College Board...
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participate in this channel.

General
IT Support Working Gro... == o Welcome to the class e »
oo™ of list and
q w e r t Yy u | o] P &
a s d f g h i k I e

4 New post

calendar @ calls

Assignments «ee More

15:19 Thu 22 Oct T 2% .
— o General
=Q em 8 F casigs 202 2
n 1L Gaeilge 2020/2021 Files More
g 34 bliain gaeilge 2021 cot
General Welcome to the class
n An Idirbhliain Gaeilge 2... € Reply
General
ﬂ Ardlteist 2022
n Maryfield College Board...
General
- SPAD 4L(m)
General
v B Ciorcal Cainte
General
' IT Support Working Gro... e [rype a message @ O
S e 9 [ Hi Carol
Q W E R T Y U | o p
A S D F 6 H J K L e
1 ?
* 7z x ¢ v B N M . +
23 @ 0 2123




Maryfield College Office 365 Virtuai tearning Environmerit—=\VLE Support Team

7. Tap ‘More’ at the top of the screen

156:20 Thu 22 Oct F 72% .
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a Grades
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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.

16:20 Thu 22 Oct

€ Class Notebook

Give your students a private space for notes
and a canvas for collaboration.

Set up a OneNote Class Notebook

.
@ Activity E] chat i Teams Assignments Calendar Q, calls

15:20 Thu 22 Oct

< Class Notebook

Give your students a private space fcr notes
and a canvas for collaboration.

Set up a OneNote Class Notebook

Blank Notebook

From existing notebook content

D nctivity  E)chat g8 Teams  Assignments Calendar  Q calls

=T 72% .

eee More
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12. You will see this page, click ‘Next’

15:20 Thu 22 Oct =T 72%@m )

< Class Notebook

Here's what you will get in your Gaeilge 2021 Notebook:

Collaboration Space R Teacher can edit the content
Team notes are stored here for everyone to g Student can edit the content

see. All channels will have sections here.

Content Library R Teacher can edit the content

Publish course materials to students. g Student can only view the content

Teacher-Only Section S Teacher can edit the content

A private space for teachers & Student cannot view the content

Student Notebooks S Teacher can edit the content

A private space for each student ;;R Student can edit his or her own content and

can't view others' notebooks

o |

Q Activity E Chat ;i; Teams Assignments Calendar % Calls eee More
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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.

16:20 Thu 22 Oct = 72% ()

< Class Notebook
Set up the sections in each student’s private space.
Use the following suggestions or create your own

B Gaeilge 2021 Notebook

rl Student name

[ ] Handouts X
[ | Class Notes X
[ | Homework X
I Quizzes X

~+ Add section

o | [ ]

.@ Activity E Chat iii Teams Assignments Calendar % Calls see NMore
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14. We recommend changing it to less sections. Something like:
a. Homework
b. Tests
c. CBA Portfolio

15:23 Thu 22 Oct = 71% @)
< Class Notebook
Set up the sections in each student's private space.
Use the following suggestions or create your own.
B Gaeilge 2021 Notebook
il Student name
[] Homework X
1 Tests X
1 CBA Portfolio X
-+ Add section
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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

Maryfield College Office 365 Virtual Learning Environment — VLE Support Team

16:26 Thu 22 Oct FTN% -

< Class Notebook

Getting your Class Notebook ready...

Calendar Q, calis

Teams Assignments *ee More

Oy EF o

< Teams 16:26 Thu 22 Oct

(o}

< Welcome  Edit
Welcome to Class Notebook

Welcome to Class N...

FAQ: Class Noteboo...

Your OneNote Class Notebook is a digital no
handwritten notes, attachments, links, voice, '

Each notebook is organized into three parts:

1. Student Notebooks — A private space shared bety

access every student notebook, while students can
2. Content Library — A read-only space where teache
3. Collaboration Space — A space where everyone ir

How to make the most of Class Notebook in

+ Page Start adding materials or collaborating in your Class P
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What are?

l) 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.

i) 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

4 Teams 15:26 Thu 22 Oct
Q L’:) ‘\:“”’ Gaeilge 2021 Notebook

Ingert Draw  View Class Notebook

B I U & A £ = = &= =

Gaeilge 2021 Notebook Edit
Welcomg
(O Recent Notes Welcomg: Welcome to Class N...
B @ Maryfiel..j8 > _Collabcration Sp... FAQ: Class Noteboo...
[~} > _Content Library Your Onel
handwritte
B Gaeilge > _Teacher Only
B Ardteist 2022 N...[ll v test stujent1 Each noteboo
B SPAD 4L(m) No... l CBA Portfolio 1. Student
o access €
B 4R Community... I Homework 2. Conten
L 3. Collabo
B 3A°bliain gaeilg... ' Tests
B Ardteist 2021 N! > test student2
B Gaeilge 2021N...

More Notebooks

How to m:e

+ Notebook + Section + Page Start adding
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Adding Sections to your Content Library in your Class Notebook

1. Taponthe Note book where you wish to add a new ‘Section’

<4 Teams 15:29 Thu 22 Oct
ey 2 (& Gaeilge 2021 Notebook

Insert Draw View Class Notebook

B I U abe A X = = = =
—
Gaeilge 2021 Notebook Edit
Welcome
(® Recent Notes Welcome Welcome to Class N...
=3 @ Maryfiel..J > _Collaboration Sp... FAQ: Class Noteboo...
=1 i v _Content Library Your Onel
1 handwritte
B Gaeilge l Using the Cont...
B Ardteist 2022 N...[J > _Teacher Only Each noteboc
B SPAD 4L(m) No...Jl > test student1 1. Student
access €
B 4R Community... ] > test student2 2. Conten'
5 Fi 3. Collabao
B 3A°bliain gaeilg...
B Ardteist 2021N...
B Gaeilge 2021 N...
More Notebooks
How to m:
-+ Notebook + Section + Page Start adding

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

< Teams 15:37 Thu 22 Oct

Q

Insert Draw  View Class Notebook

X) Working offline (an error occurred) Details
Gaeilge 2021 Notebook Edit
Recent Notes Welcome Untitled Page Thursday 22 Octo
@ Maryfiel..jl > _Collaboration Sp...
l v _Content Library
Gaeilge l Using the Cont...
Ardteist 2022 N... l New Section 1
SPAD 4L(m) No...l > _Teacher Only
4R Community... l > test student1
3A° bliain gaeilg.‘.l > test student2

Ardteist 2021 N...

U U U U W ©W W w W o0

Gaeilge 2021 N...

More Notebooks

-+ Notebook <+ Section -+ Page

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

< Teams 15:37 Thu 22 Oct

@, L) N Gaeilge 2021 Notebook

Insert Draw View Class Notebopk

v_’;) Working offline (an error occurred) Details
5o i 2

o2 Gaeilge 2021 Notebook Edit

(© Recent Notes Welcome Untitled Page

Thursday 22 Octol

@ Maryfiel..Jll > _Collaboration Sp...

l v _Content Library

Gaeilge l Using the Cont...

Ardteist 2022 N... ' New Section 1

SPAD 4L(m) No...l > _Teacher Only

4R Community... > test student1

3A° bliain gaeilg‘..l > test student2

Ardteist 2021 N...

Gaeilge 2021 N...

More Notebooks

+ Notebook -+ Section + Page
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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.

<4 Teams 15:38

Q

Thu 22 Oct

Gaffilge 2021 Notebook

<4 Teams 15:42 Thu 22 Oct

Q 9
w View Class Notebook
Calibri 20 B I U

Gaeilge 2021 Notebook

Insert EESE]

D Table D Pictures B Camera

View

Class Notebook
(&

O audio 2 File PDF

Working offline (an error occurred)

Details <
{  Grammar Edit

pLlk T [
Grammar  Edit
Verbs Past Tense Work Sheet
. Verbs Past Tense W... Thursday 22 October 2020 15:37
1
Untitled Page Thursday 22 October 2020 15:37
SRNCaL. | I Hi Carol B I U S o9 I Hi Carol B I U
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< Teams 15:42 Thu22 Oct

3. Tap ‘Insert’ thatis 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

Table Pictures  [®) Camera Audio File PDF ©p Link
g &

{ G Edit
feedback) or a file/PDF that is stored on your e Verbsf’astTenseWork Sheet
iPad. We are going to insert a picture of a book. Cancel Photos
So tap on ‘Pictures’. T v
Panoramas
Bursts
Office Lens
+ Page

<« Teams 15:42 Thu 22 Oct

)

Hor Insert

[7] mable [ Pictures camera [} Audio 2 File poF | Gpuk T O

<  Grammar Edit

Verbs Past Tense Work Sheet

Thiieeda 2% Asbaka- A9 1ea7

4. Select the photo that you wish to insert.

< Photos Recents Done

(A blue circle with a tick will appear on the photo you e
have selected.) =

\

! ==l
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= sk
! =4
H St
¥ i
= - -
it S
=

- Page
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5. Your image will show on your page like &‘9’5 ik e

SO

Home Insert Draw Class Notebook

_r)j Distribute Page é Distribute New Section E Copy to Content Library L‘, Review Student Wor

< Grammar  Edit

Verbs Past Tense Work Sheet

Verbs PastTense W... i, .0 55 october 2020 15:37
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mo Mrarm g0 01 i s0pa gach

-+ Page
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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

< Teams 15:43 Thu 22 Oct

Q 9

Home ROELIS

Class Notebook

< Grammar  Edit

Verbs Past Tense Work Sheet

Verbs Past Tense W...

Thursday 22 October 2020 15:37
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)

o

not o bart goch maksn,

& i na nchaich gach rsthndna
| gearbhan gach sarmivadh
0 chuid segid sa bhonc?
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Cupdn £aCh s 0 thagann s i Cuaet orainn
3 cte i mbtara

T M go Ot an 008 gach W

-+ Page



Maryfield College Office 365 Virtual Learning-Ciivironment — VLE Sunort Team

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

< Teams 15:44 Thu 22 Oct

Q

Home Insert Class Notebook

gj Distribute Page = Distribute New Section ijj Copy to Content Library | [ Review Student We

{  Grammar Edit

Verbs Past Tense Work Sheet

Verbs PastTense W... | 1, rsay 22 October 2020 15:37

ol Pnshy

iy Sk

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

+ Page
screen
Home ar Class Notebook
. . . . i ) oistibutepage 2 pistribute New section  [[2) Copy to Content Library | [ Review student we
3. Click Individual Distribution or Group
. . . . . . Distribute Page
Distribution depending on who you wish to send it to. ?ast Tense Work Sheet

[) Distribute Page )ctober 2020 15:37

R Individual Distribution

A8 Group Distibution a

Cross Notebook Distribution

1 Delete Page

ATy

'ﬁ‘-‘“l'“"’“"“w S

t+ Page
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6. Asidebar will load on the right hand side, this Qo e
may take a few seconds.

Home Insert Di

Class Notebook
gj Distribute Page = Distribute New Section |__ Copy to Content Library

[3r Review Student w
< Grammar

it Distribute Page
/erbs Past Tense
Verbs Past Tense W... NOrk Sheet

hursday 22 Octobe

Edi

r 2020

+ Page

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

<«Teams 15:44 Thu 22 Oct

Q 9

Home

2 <«Teams 15:44 Thu 22 Oct
Insert v

Class Notebook
_f;ﬁ Distribute Page = Distribute New Section f@ Copy to Content Library

Home
[ Review Student Wo
{  Grammar Edi

Insert  Dra @l Class Notebook
I3 oistibute page 2

2, Distribute New Section  [[2) Copy to Content Library
t Distribute Page ® <
/erbs Past Tense
Verbs Past Tense W... NO rk Sheet

hursday 22 October 2020

[ Review student Wo
Grammar  Edit
Select the student section where you want to

Distribute Page
/erbs Past Tense
Verbs Past Te W...
distribute Verbs Past Tense Work Sheet erbs pastiense Nork Sheet
O

hursday 22 October 2020

®

Select the student section where you want to
distribute Verbs Past Tense Work Sheet
I CBA Portfolio

I Homework

O
I CBA Portfolio
N Tests

1 Homework

A Tests

make sure

Don't show

again.

Q Tip make sure your
No! ynced. Don't show

again.

Distribute

+ Page

-+ Page
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8. You will see another loading

sidebar as your page is
distributed to each
student’s Notebook.

< Teams 15:44 Thu 22 Oct

Q 9

Home Insert

_I;j Distribute Page I:" Distribute New Section r@ Copy to Content Library D} Review Student Wor

{  Grammar Edit Distribute Page ®
/erbs Past Tense

Verbs Past Tense W... < Pages will continue distributing while
NOI"k Sheet you work or close the app
hursday 22 October 2020 15:37
Verbs Past Tense Work Sheet

- Page



Maryfield College Office 365 Virtual Learning Environment — VLE Support Team

13:07 Fri13 Nov

Correcting in OneNote with Apple a 9

Home Insert v C s 00k
Penc|| A TextMode | ; Lassoselect =gt space w + | G
< Homework Edit :9 Z
Verbs Past Tense W...
1. To correct with Apple Pencil on youriPad, in e
OneNote, you should tap on the student’s
Notebook which you wish to correct.
&
1
2. Goto the section you are looking for, eg. _ W
Homework. (o ads 13 Sambn 202
®
fc’i. Girlan el o Abasin 8 b go bart
3. And the Page that you wish to correct L. Cruiiesmar & gk sty =
3. Chaadn 57 oo
4 Sid a aalal .-
& I e
4. Tapon ‘Draw’ at the very top. S
+ Page

A TextMode :; LassoSelect == Insert Space | w + G
5. Here there are many pens, pencils and ————— o v
lours to choose from Sae Ink olour Setector
co : Verbs Past Tense W... :
Topic title s

P2P2ETEER

PP

6. Tap on it and away you go.

& More Ink Colours

Delete

-+ Page
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7. The ‘rubber’ or ‘eraser’ will correct any !
mistake once you tap on that and then tap o ”

A TextMode {7 LassoSelect = Insert Spad +
on what you want to erase. i — -
{ Homework Edit Cleachiai criofs =
Verbs Past Tense W...
Topic title
23
1
$ 2.
! w\‘;‘)s 13 Samban 2020
A~~~
Gilon o€ o s & bin go bare
&3, . > i u‘#‘"q S
2. Owiitamar &6 8 {
3. Chadn s7 oo L/
@ Siad a avadal .-
@ Cﬂﬂm“b}' l‘LLAJNA’ i
o, doTarert
+ Page

13:09 Fri13 Nov

Home Insert
A TextMode "} Lasso Select —% Insert Space w + | G
~
<  Homework Edit Qcsoatscs =
Py
:
Ppeotins

Verbs Past Tense W...

Topic title

13 Samhann 2010

len avs

| 3
Gl . o dbuson 8 binon go bart
PR Crtiremar _,E( (‘)M aegd - |~
() i AT By

S SR
L whagne Y

+ Page
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8. The ‘Lasso Select’ is a way of moving the text you have written down.

13:11 Fri13 Nov
Q) Gaeilge 2021 Notebook

Insert View Class Notebook

T
A TextMode = . Lasso Select == Insert Space . ’ +
1. (Glan: me) Mo theach 0 bhun go barr gach maiain.
. 2. (Cuir: sinn) 4 geuid airgid sa bhanc gach Aoine.

{ Homework Edit 3. (caithis) G A8
4. (Fag: siad) amélaf ina ndiaidh gach trathnéna.
5. (Fan:sé) i gcarbhén gach samhradh.
6. (An: coimedad: t) do chuid airgid sa bhanc?

Verbs Past Tense W... ,
7. (NG 6L mé) tae istoiche.
8. (Bris:s) cupén gach uair a thagann si ar cuaitt orainn.
9. (NE can: mé) sa chér i mbliana.

TOplC title 10. (Tiomsin) mo Mham go dti an siopa gach 14
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9. Simply select ‘Lasso Select’ at the top of th~ A Textmode |15 Lassoseiect
screen. ¢ Homework Edt
Verbs Past Tense W...
Topic title ,S (o

lan 235 13 Samdan 2000
A P TR S N

A5

(]

i \ GND\ L o dheatn B \-Im.u\r Luf‘/,/'/

R i & gt
3. Chadn 7 oo | L

+ Page

13:11 Fri13 Nov

Q ©

Home Insert

2
A TextMode ;" Lasso Select =] Insert Space w -+ G
{  Homework Edit

Verbs Past Tense W...

Topic title

10. Draw around what you would like to move
and move it with your Apple Pencil.
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Maryfield College Office 365 Virtual Learning Environment — VLE Support Team

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 18™ 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.



