How submit a video assignment to Teams
Step 1 - Log in to Office365

1. Go to the Burnaby South School home page (south.burnabyschools.ca)

2. Click the Office365 tab.

] Office 365

BURNABY SOUTH SECONDARY SCHOOL &
BURNABY SCHOOL DISTRICT

Y @bbysouthsd41

HOME SCHOOL INFO ~ STUDENTS SERVICES ~ DEPTS ~ CAREER EDUCATION ~ LIBRARY PARENTS ~ BCSD

3. Enter your school email address:
your student #@edu.burnabyschools.ca

4. Enter your school computer
password.

B¥ Microsoft

Sign in

1234567 @edu.burnabyschools.ca

No account? Create one!

Can't access your account?

Sign-in options

SD41 OFFICE 365

< 23043%8@edu.burnabyschools.ca

Enter password

Forgot my password

5. If it’s the first time you log in, it will ask you to set the time zone. Set it

to Pacific Standard Time.




Step 2: Uploading your file to One Drive

1. Once you’re logged in, you will see this screen. Click on One Drive
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Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Glass Sway

Notebook

Forms All apps

2. Go to the folder where you want to upload your video to in One Drive.
Click Upload and select Files

<+ New ~ 1 Upload ¥ 3 Sync o Flow v
Files <

Files Folder

3. Find the file you want to submit on your computer. Select it and click
Open to upload the file to One Drive.

Mame Date mcd\i}ir:d Type ~

@5 How to Log Out of TEAMS or OFFICE365...  2/11/2020 10:04 PM Microsoft Ward D...

#)| how-to-upload-files-to-teams 2/11/2020 %41 PM QuickTime Movie

[+ Choosing an Inquiry Question 1/9/2020 9:17 AM Microsoft PowerP...

20191129115206089 12/2/20198:55 PM  Adobe Acrobat D...

W CoreCompetenciesAll 10/25/2019 1:27 PM  Microsoft Word D...

i Evaluating Web Pages Checklist update...  10/21/2019 @05 PM  Microsoft Word 9...

{¥| DC& intro lesson-2019 (2) 2019 8:58 PM Microsoft PowerP...

[@*] Digital-citizenship intro mar2017 Microsoft PowerP...

1S GARAGE BAND Microsoft Word D...

@ DO INK 9/10/2019 3:20 PM  Microsoft Word D...

@) DC8 intro lesson-2019 (1) Microsoft PowerP...

Cricut-Design5pace-Web-4.2.5 Application v

« . I S - —

ame: |how—to—upload—ﬁIes—to—teams V| All Files ~




Step 3: Copy the link from One Drive

1. Once your file has been uploaded to One Drive. Click on the three
vertical dots beside the file : you want to share and click “Share” or

. 2
select the arrow icon  ~
D Mame Preview
Ca  Tutorials for Students Share —
_ A Tutonals for Teachers = Copy link
IManage access
@ Adding Students to Teams.docx
Download
@ Assignments in Teams.docx
Delete
@ Class Motebook in Teams.pdf.docx Move to
@ Group Naming Conventions.docx Copy to
[v] _\huw—to—upload—ﬁles—to—teams.... = Rename
Automate

@ Teams Quick Start Guide.pdf.docx

Next, click “Anyone with the link can edit” and change this to “Anyone with

the link can view” » ‘
Send Link

|Ente|' a name or email address

Add a message (optional) |

@ &

Copy Link Outlook



Uncheck the box that says Allow editing and click Apply.

Link settings

Who would you like this link to work for?
Learn more

Anyone with the link o

People in SD41 with the link

People with existing access

Specific people

Other settings
D Allow editing

Set expiration date X

£ Set password

Apply Cancel

This should change the link to “Anyone with the link can view”. Next, click
“copy link” and close this tab.

Send Link

Anyone with the link can view

kfrmer a name or email addrass

Add a message (optional)

@ B

Copy Link Outlook



Step 4: Submit video link in Assignments Tab in Teams

1. Find the correct assignment to submit to in “Assignments” Tab. Select
the + Add work link on the left.

Creative Assignment Pl
Due February 12, 2020 1159 AM .

Irvitrsction
During the unit, you will complete ONE creative assagnment that will
demonstrate a response of reaction 1o your theme. You will determine
whiat you know about your ingquiry question 5o far and wall
demonsirate that understanding with facts, figurative language,
connections, description ete

Possible assignments:
# Graphic (drawing. painting, model with a 150 word detailed
explanstion)
* Microfiction (short, impactful story that is 100 words or less)
» Poerm (free verse, hst, mimic ec)

wark
+.ndum

G

2. Choose Link on the left and paste the link you’ve copied from One
Drive here. Next, click “Attach” and “Turn in”.

3. When you see the animation on the top right hand corner, you’ll know
that the assignment has been submitted.



