MICROSOFT TEAMS

Document Guide2019

Meeting with Teams
Get started with a hub for teamwork in Office 365 for Education
Create more collaborative learning experiences, inside and outside the classroom
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YINAUIINAY Microsoft Teams

Microsoft Teams (siolufiazvaisanduein Teams) Avwp3 osdafignoonwuuunieiluy
donanslunisviaulusudieg wu Msiesededns Mstdavuig n1sUsyyy MIUsenAkaziany

Y1785 N15ARAINUMIBLATINISANe) Wudu Tnalumdeugudnansluniswifeuinisenegifled

'
P

Tudszuu Office 365 twu Fansmisaunu Wd uwazinTesilovesnmunmualuiuninauresiy
W7 59U919a13150L0789 SharePoint, OneNote, PowerBl 4ag Planner taluviuil as1auasunly
enastalnenseanlukey lvidluvesnadidiusitegiauemenissiudiua aumyiyana b waz

nsaunulaeg198aasuEan Microsoft Graph

[

dnneanaulusuauazainauiy anulasnsds sUT19mIAA modern Tyaulaae

sudddinisianisudaiunviengulunmsvinuiuegedaa Toduiuivhauseninediseuuas

deou vive lyvhanusidudmiuyaains vt uagauansd

B 2nd Period World History > I. Ancient Egypt - Middle East * -

_,» Mesopotamia X
Mesopotamia (from the Greek, meaning ‘between two rivers) was

an ern Mediterranean bounded in the

ntains and in the southeast by the...

B 2nd Period World History

Genera

1. Ancient Egypt - Middle East

Ancient India - China

y Lando
‘j‘ The Nile River Valley civilization people developed early Geometry used for
designing fields and canal

story © Reply

Mr. Newbold Monday 10:37 PM
V401230

< |. Ancient Egypt

CCONVERSATION

: Please welcome noted anthropologist g Lt vmozen b
Sth Period World Histor [© Please review these materials on

O e e < Dr. Johanna Lorenz

7th Grade History Teachers \
General

Mesopotamia and ancient Egypt
and then take 5 minutes and share
how their culture and inventions
are still relevant today.

@ Beor Creek staff & Meeting ended: 33m 31s g

O Reply

& Mr. Newbold Monday 10:37 PM n .
Mesopotamia
% | mPoRTANT!
— : Mesopotamia (from the Greek meaning
Check out these great Resources. They will help you understand more. ‘Tetween two rivers)) was sn sncient region

in the eastern.

Type a message here

@60 @A

Starta

new conversation

5" Add team A 2O @

B &
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A58 l91IUSILATH Microsoft Teams

ué’amﬂﬁmq@@LLaﬁzuusuawhuL% service Teams U452 UU Office 365 UBIDIANTYULAD

MuRzaNTOIDILNNALATUY Teams ladosiduany Al

1. Wy Web Application

Iviunafidy Teams 31NWYER E‘Lugmwuuﬁuawﬁwa

3011970 Url Tpemseil https://teams.microsoft.com

Office 365 |

Apps

m Outlook && OneDrive

E Word @ Excel
E PowerPoint E OneNote

E/ SharePoint

@ Sway @ Forms
n} Admin

2. @ Desktop 138 Mobile Application

nasanAIlUsinTy Teams 91nTuYe 1 ka2t ¥iua1sa download Application Teams

A v

for Desktop 138 Mobile ¢ a1nLuyiiegiuyuuuy

U
49
|

\'“, MS Teacher

/" Change picture
© Available >
[ Saved

3% Settings

Help
Keyboard shortcuts . Microsoft Azure Active Direct... v

About

Download the desktop app
Download the mobile app

Sign out

l Microsoft Corporation
o
Tp

Ty Microsoft Teams Microsoft

Teams

e Microsoft Edge

Computer Service Center and Supreme Distribution (Thailand) Co., Ltd. MICROSOFT TEAMS | Document Guide2019



AN98519LaE U9 Microsoft Teams

Menu

dmsunquinyanvasiilusunsy Teams azoglunaudmugieiie lulvudivugdundn Faagdszneude

1. Activity dmisuiFungRanssusnaiiviuyauegluszuu (afou News Feed)
2. Chat é’m%’uawmﬁ’wﬂ%ﬂwuﬁuq ﬁy’QLLUUL?{mLLazLLUUﬂdu

3. Teams fufimsvinudmiungureninu (vesuieasBesluivedaly)

4. Meetings Sengsntannguaraian1 sz

5. File 3ong file vowinuiiAvogludiusingg Tuiliden

6. Assignments  ynvihuadsiiuinguluguuuu Classes wiaiduann@nvinuanunsaasns Assignment

y5ansI9dauURudslULdle

(4 Search or type a command Q — (g X
Feed v Y ﬂ Biology 2nd Period > Homeroom # - Rt
You will see mentions, replies Conversations  Files  Notes

and other notifications here.

Arden Asher /13 425 4
No School Friday!

@Biology - Day off of school - NEXT Friday! The teachers have a training day, so you're off. Enjoy!

3 replies from Fatima, Jordan, and Arden

« Reply

Rosie Patterson SA
Our team needs help with the Photosynthesis project.
Samuel Perkins has some questions.

2 replies from Samuel and Margery
< Reply

Start a new conversation. Type @ to mention someone

A C OB & - B

¥
=1

Tngdmsuayludiuges feature Team azuumanilu 3 diu fsll

1. Team naudmsuRUNnSYhuvesinsigeg Mvinuduaundnet
2. Channel Wwedey dvsullmuiavvseivenigluiiugntunils

3. Services Tab  #Wendun1svineua19eues Office 365 N5 lilaau
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Testing and Standards (School Improvement Advisory Committee) | Microsoft Teams

School Improvement Advisory... > Testing and Standa...

nversations_Files Notes _Nation's Report Card ] +

e X
Nation's Report Card

Bullying

Testing and Standards

@' Addteam

A15@519 Teams

oot

Join or create a team

Loaedu INUAIVBANY
2. 21nunA Create Team

e

Create a team

Wiavinunm Create Team AgnuUsEnnluni1sasie Team 8y 4 Ussinnee

Choose a team for

A

PLCs
Educators collaborating within a
professional learning
community

Staff Members

Staff leaders and staff members
collaborating on school
administration and
development

Classes
Teachers and students
collaborating on group projects,
assignments, and more

€

]

Anyone

Students and school employees
collaborating in interest groups
and clubs

Cancel

® (lasses Wuzd iy nsasestussutaglminTouIunadsu 99890158579 assignment

ANMILLAYATIVEDUTIBIIUYDIUNTEU F5NUUUNAGDU LUUAITID @N150LT9138YINUD U

wiznsaduensdlungule

PLCs winngdmiuaundniidu dndvinisine difesveaiunsmaununisd

=~ a
AW YINUUTLLAN

favatuayunsinusuiuuuenaisesulal wanswaniudsw Ussyueoulay uusluveyad

WIYDUNNTYINU
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3.

®  Staff Members wsngdmunguidl leader Tun1sAIVANYTIENT AIUANEVTALNTNTUNISIUIA

NANTURIUYIINY wUsluaaugAun T Tey Ussguesulal wavduiininlenis

Usgyueouladl

® Anyone mizd sy aluas ¥usu YUUM ¥38 staff Tdewhnuswiunguiunudndne Tu
nsasenIUssduius wutlureya Ussgueeulatuuvgasiasiuuyiang aanansees
aunnludiy
g 4 a ' A A \
AITBLALITUTUALIDUAYRINGUINUNTBTINYBIVINY
AT linvesfiuvevinuall

a. Public Waliwdsdmsuglwmnaulussansvaarin

b. Private liavSiannzunauiivzuiald lnswesiindudeuge

Create your team

Collaborate closely with a group of people inside your company based on organization, project,
initiative, or common interest. Here's a helpful video

Team name

6th Grade Earth/Space Science ©]

Description

Welcome to the 6th Grade Earth/Space Science team!

This team will be responsible for creating and updating the 6th grade Earth/Space Science
lesson plans for the upcoming school year.

Channels will be organized by lessons (for example, plate tectonics, weather and climate, and
the solar system). Tabs will be used in each channel to facilitate team discussions and meetings,
collaborate on lesson plans (PowerPoint and Word), link to websites (such as NASA and NOAA),

Privacy

Private - Only team owners can add members

Next Cancel

winasnInluiinlaensiauiverly Yodlua vise mail group 91ntiuna Add

Add members to "6th Grade Earth/Space Science"

Members

Pssst! You can add people, groups, and distribution lists from your organization

skip
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5. mnviwseans wnlavsesisailagdmsuiinvesinu liinunaiidy Option Usnnvinilovestoiiutiue

Join or crear

u Biology 3rd Period % Remove favorite l
n Pineview High School (PHS) Staff %% Manage team I
a
Add ch; |
Biology 1st Period 8 channe’
& Add members I
. Physical Science 4th Period & Leave the team
B Physical Science 5th Period 7 Editteam
& Getlink to team

Biology 2nd Period

Delete the team

=]

. Physical Science 6th Period

Y
N1FLUI5IN Teams

Alyuaunsansniiuld 3 ¥emne fie

a. Leader vasiludgilviluingy viuszeglungulagdnluda

b.  NNNAFIMULAISISUE iuansandniew TN iulalnednlulf

Search results

Create a team AnyOne
Public
Bring everyone together
and get to work! )
Join team

¢ susadmsunsiwisiungy Wedlyanulasusdawdiliglyanulun
WUMIFINSUTINNGN AN

Join or create a team

P

Create a team

88" Create team

Join a team with a
code

Enter code

Got a code to join a team?
Enter it above.

Computer Service Center and Supreme Distribution (Thailand) Co., Ltd.

AN

AnyOne

Public

Joined

@' Join or create a team g
MNUUIY

Join a team with a
code

fs935ew

Join team
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MIaFsadmsung Iy Teams

dlveuiiduavesnguanansoadisstausiunguls Inglil mssann (Setting) = Team code ndn Generate

Members  Pending Requests  Channels  Settings  Apps

Team picture Add a team picture

Member permissions Enable channel creation, adding apps, and more

Guest permissions Enable channel creation

@mentions Choose who can use @team and @channel mentions

Team code Share this code so people can join the team directly - you won't get join requests
Fun stuff Allow emoji, memes, GIFs, or stickers

Team code Share this code so people can join the team directly - you won't get join requests

Generate

Team code Share this code so people can join the team directly - you won't get join requests

fs935ew

¢ Fullscreen 1O Reset [ij Remove [[3 Copy

1358319 Channel

¥y Channel Wisuiailou nquenilagneld Team Sndunils fanmsoenuuulunisutengy team wazi
Channel Hu Fuagfumnufioanslunislynu sUuuuvefmunvesnafseyavesesansvin viiooenuuuls
padvindlaauazain wu fnsadhs Team B0 IT 9nduiinisuds channel murgn sy Dev, Web,
Server, Network iiusiu faunulazluasuenluiduiindun iesannmnaudsiioiduandnngundneds IT og
Wiesusutsomsdeslumsiausiiiu Taeudmniiadna Team wafa flusunsuaed Channel General sl

ICEGRIIRG
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E]

v 6th Grade Earth/Space S... <<+

s General

Meetings

1. AANYNNTNYWINU Fen Add Channel

% Remove favorite
&3 View team
& Add members
$L  Leave the team
¢ Edit team

 Delete the team

v
9

2. AsRLArIEUTILauduAves Channel

Create a channel for "6th Grade Earth/Space Science" team

Channels are key to organizing team collaboration. Name them by discussion topic,
project, role, location, or for fun, so conversations and content are easy to find by
everyone in the team. Here's a helpful video

Channel name

Our Solar System ®

Description (optional)

This channel will be focused on creating the unit lessons, class materials, and
study resources for the Solar System.

Computer Service Center and Supreme Distribution (Thailand) Co., Ltd. MICROSOFT TEAMS | Document Guide2019



n15lwau Service tab
1. 9nluminaevos Team Hu fuvuazd tab NavidudSenly service Angquas Office 365 Tvinuden

Walylanudaanis

6th Grade Earth/Space Science > Our Solar System

Conversations  Files Notes -t
—

2. nATWYATBIMNNY UIN LieYINISLiY service Buq MilUswnusesTuuagliuInisey

Add a tab X

Turn your favorite apps and files into tabs at the top of the channel. Eearth Q

Tabs for your team

r 4 v, l l
g Q
Document...  Excel Forms OneNote PDF Planner Power BI
PowerPoint Stream Website Wiki Word
U
7’ I S
Adobe Cre...  Adobe Sign Asana Bitbucket CalendarB...  Egnyte Empsense
Ol 0] ©
Y o
Freehand b...  GitHub Glossary Haldor Pla...  Hootsuite iGlobe CR...

Intercom Jira Cloud LMS365 MeisterTask ~ MindMeister ~ Nearpod Nimble Co...

Vo

3. wdandiden service Wi sruuaglvivinuien source data Miigaves selaeulval (uyazuansng

=

Mulunuusiay service) 1w nsdlil fillewdendu word uarfnerveyafifiegluuds OneDrive Business
97nlu Office 365 o4 flusunsu azvinmsisenlansolansnaansvuluninaslu tab dusiud azduvinu
ausaadululuu service duqldognene Wssanaaauluf tab dugiidesnis Tnedlddeseanain

TUswnsumnseaduntinasluun

@ MyClass > General - prvate

x

Word About "
E Add any Word doc 10 a tab so your team can get to it quickly and easily.
Learn more

Conversations  Files  Class Notebook  Assignments Word v 2more v+ QO -

{3 forzdocx [ e |-

Tab name

Planetary Orbits

T @ Our Solar System sss

| oo
Supermarket

B Prvsic science th par.. -

1yPage

mismnuuuiUsinsuBsaooulatidaswouriivan

Post to the channel about this tab

English is fun

Back Save = TH sarabun new
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n15lwe1u Conversation Tab
1. den Channel ¥8d Team 7VIUABINTILAUNUINTBUIIVBLAAIN) IINUUNTIIDNNVINTDILUAALUYT

TadmsuaunuTuan

Favorites .
@ MyClass > General - Private
8 MyClass
Conversations  Files Class Notebook Assignments Power Bl 2 more v =
General — ——
MS Teacher 3/2112:08 PM
Biology 3rd Period
General mg nszwnamau.docx
Homeroom 5 replies from you
< Reply
Pineview High School (PH...
Yesterday
General
Homeroom MS Teacher VYesterday 3:19 AM

Tab conversation has begun.

Biology 1st Period

. Physical Science 4th Per...

< Reply
n Physical Science 5th Period
[ Test started
Biology 2nd Period
Collapse all
. Physical Science 6th Per... «-- MS Teacher Yesterday 3:33 AM
© test

G4 Meeting ended: 2m 22s
<« Reply

Ta-

litart a new conversation. Type @ to mention someone.

28" Join or create a team Ay & @ B COa e B

2. huiwriveanuadtunaesuydiuans lneasalei @ wimudmedevesyaaaiiieilunis Mention

[ ANIGL R

v s

T de..

IStart a new conversation. Type @ to mention someone.

A C ©@ B Gt e B

o

3. aeldwundesweniy viuaunsaleilandudusle dal
a. NIwnlaguuuusnys W e faviun @Bes el adu nisudamth Wusiy

b. nsunsnlduwuu

© Recent
ii Browse Teams and Channels
& OneDrive

EI Upload from my computer

oY o
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c. un3n Emotion, Stickers #1199

d. @319 meeting WUU ad-hoc

Meet now

7 off  [7] Schedule a meeting

4. nslenaUNTAUNUN
yiuannsanadu reply Negnngldiudazimivevesnisaunnneunii Wedwiuynnenieldiveaula
mnlddesnsnazduiivel

MS Teacher 3/2112:08 PM [ 6]

g wszymaeau.docx

MS Teacher VYesterday 3:19 AM
Tab conversation has begun.

E Word

MS Teacher 10:36 PM
test1

Ar ¢ @ B cd =
a new conversation. Type @ ention someone

A @ © B & B
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LASDILDNTAUNUN

M3 19911 Chat

Juesealensaunuidievennudiud flynuaunsedeaisiuauneluaaduls den1sadni New chat

' ' '
va v

= = - o ¢ - 9 wa
Yornreansagdeans svuuTelezimsaumelilagdnlusd

“— New chat Search or type a command

fumnaede
To: pa 4—  {igga

A parinya.ja
Y, ¥ PARINYAJA

patcharabhorn.so

'3

AU

11/20
PATCHARABHORN.SO
115 pawana.su
PAWANA.SU
1113
kesada.pa
(KESADA PA) KMITL's Staff with Official ID: 556
11/5
osYf... PJ panya.ji
1031 (PANYAJI) KMITL's Staff with Official ID: 402

A patumtinsu

wenniglenuansaaumvenuvselidlenalsanveanuaunuIlANTeInUMAIUUY SEUUITLAAS

YoAM UARa waglildnineavesiuAaum

1 2 3
Messages  People  Files Y

nutjari.to 10/29
MTNNTDUTH NTIURsEuuuiiInea
uwanwasn.docx
Conversation with Pimpaphada Kerdyoo

72
kwanta.ra § 7/6
18 Basen el fieslu Tod
Conversation with kwanta.ra
jaruay.th 5/10

AuivInBmMaN A TuEBEILEY
Project ISO/IEC 27001 ¥ ISO/IEC 20000-1/ Gen...

TeFounnadY q vive UseiRnisaunuiiuyaratuasineuniluuiugneile

4 Search or type a command ® - o
Recent @ T-Bot
- T-Bot 3/20
& What can | help you with today? Conversation Help FAQ Videos What'snew About
Suggested & The questions you ask T-Bot may be used to improve its response over time and are subject to
B L e e s e e e e
Al Fredrickson ®
o T-Bot 3/20 1:48 A
@ Hi, I'm T-Bot! I'm here to help you use Microsoft
Alex Wilber ® Teams. Just ask me a question like “How do | send a
private message?” or type some keywords like
@ Arcen Asher ® “follow channel”.
\ Cheryl Garner ® To help you get the most out of Microsoft Teams, |
may send you some helpful tips and tricks. Click here
Enrico Cattaneo ® for more info on how to control the messages | send
you.
@ oimo oo ®
What can | help you with today?
G Henrietta Mueller ®
e Irvin Sayers ® [rype your questions here
. A O D - =
! Joni Sherman ®
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neluriosien Jlenuauisauiuusiaveniny wuulid visdanmeldmieunisaumnuuunguaindidsios

Aela napsvemIy

N

Type a new message

A ¢ Q@ W E B @ - B

90D TAUTING wazwannantu Awyssuiuneluveanuniu conversation tab

Conversation Files Organization Activity —+

M3 Insaaidea (call)

Alynuansalnsmaunnlasnedss lnglddeanlenns dWesgunsalsiluseadeudedumesiin iy

Audio call

©

0®

Calling
kreangsak boonwong
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Tuilsndunsinsmedesdlyauausouysienaisvsentiiae iiulensu Open sharetray fanm

&

Call with pikunthong.nu 02:16

Desktop indow PowerPoint  Browse

Call with pikunthong.nu 07:46

Empowering you to serve
citizens with Microsoft 365

namme

@ (& W

AT x wanaivenIswsienasNsIuduaunn
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wennilenudianunsainaienising deionsinsludayaraduldain wy more actions fsnm

On hold

Transfer

Consult then transfer

Keypad

Turn off incoming video

M3 Insdrenmuazides (video call)

Alyruaunsalvsmeninuasides lnglideanlvane adiedunmsinsmedss uiiaindunisinsienmuasides

Alynusiluseiindesiigunsal uaznisinsmenmuazidesamnsalaflandunyiienanssentiae swdeilandy

more actions bowilauiunsingaiedes

Oee&

s) Call with sukuma muisee

sukumaimuisee

AT x UAAIENIRNTIIMFAUNUNMIEA LA
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J Jd o A 9
mimf‘iul,ﬂaunﬂuﬂﬂi@wuwa

Alyruaunsauysienansnmstaueriontnveiugsaunulauiaglilansmedewiolnsienmuasides

pwilentdyu Open sharetray

Q0O®

Call with pikunthong.nu 06:13 k ] & &

pikunthong.nu
~ie

Opening Al EBC customer deck (short version) (1).pptx

Type a new message

A QWP a-- @b

Call with pikunthong.nu 07:46

Empowering you to serve
citizens with Microsoft 365

namme

@ (& W

mnglynuaedydnuainisussiudiaue dannlvglenuain Accept diadulndnsiiaue
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. kreangsak boonwong @°
Conversation Files Organization  Activity —+

MIIANATINAUNN

Alynuanunsadiugsiuaununlalasadniay Add people

' '
IS 1

NUURLYDE

U

v

WAUNUNLUYBY Invite someone STUUILVINAITAUNITIETONATINUAIALYT 1181980 NABINT A

MIN5AENTITE INUUTTUUIINMSIIMESAUNUIRINGT?

B & &
E W
Invite someone
patum|

Currently in this call (2) >

) patumtip.su
? nutjari.to 3 (PATUMTIP.SU) KMITL's Staff with Off...

PATUMRAT SUDTIPON

*_. pikunthong.nu (61040507) student

ONJIRA PATUMWAT
(61100432) student

55040673
(55040673) KMITL's Student with Stud..

57601286
(57601286) KMITL's Student with Stud..

59050712
(59050712) KMITL's Student with Stud.

60512069
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ANSAANIT Files

1. \Feniuy Files MNAUYIETBYRUUYMAN
2. s¥UUIzuand Files Tvihuduanvesey wse Tdnuiedves lnsuuwnuunasiiiuvteya 1wu a0

OneDrive 994Y1MULB3 %399NLU Teams 6199

Search or type a command

‘ Views
= (O Recent
© Recent
Chat '. Microsoft Teams Type Name Location O
ey 4 Downloads
.: : m; MyClass Notebook MyClass / SiteAssets
Cloud storage
& OneDrive mi TeamsNotebook(Shared) Mseduth's OneDrive / ...
m WstWnsAaU.docx MyClass / General
m font2.docx Mseduth's OneDrive
m kmuttttt.docx Mseduth’s OneDrive
v ﬂﬂ Dallas Utility Demo.xIsx Mseduth's OneDrive

) + Add cloud storage

3. Tivinuadnuan wse natu Option Mundsanvedlidfivingesnis iievitn1sila unly Download #3e

get link Livetinly share sialiyanadu

wITWnomaUL.docx MyClass / General

ii Edit in Teams

m font2.docx Msedu

m Open in Word Online
@ kmuttttt.docx Msedu @8 Open inWord
ﬂﬂ Dallas Utility Demo.xlsx Msedu L Downlozd

& Getlink
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NIUANNEATUTE Y

4. 1FeNWY Meetings MMNATUY LDV ALUNAN

' N o v DN A . ~ ¥ o
a. ‘vﬂﬂ‘VﬂuaJummﬂEJﬂ’]SUwquagLLm SLMWWuﬂﬂ‘Vlﬂqll Join L‘W'P]Lsﬂqﬁ']llﬂﬁgsqll

Weekly Team Meeting
8 am - 8:45 am Join
S

[ Schedule a meeting

. . & = ! o ¥ a4 ' o
ﬂm/ll!ll Schedule a meeting ﬁ]’muuﬁgqiwagLa&mmiﬂizsqm bU NIV A0TUN YIIULALLIAN
a
iﬂﬁagLE]EJWUENﬂ’IiUigsq%J

a4 v Yo = d - T & |
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Search or type a command '

MS Teacher

MOD Administrator
Adele Vance
Cara Coleman

Eleanor Atkins
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