3. Campus Life

3-2. Microsoft Teams

Microsoft Teams is used for class announcements and sharing materials.

Teams Login Procedure

In order to login to Teams, you need to log in to Office365 at https://www.office.com/

On the login page, enter your GRIPS ID (in lower-case letters) followed by @grips.ac.jp and enter your GRIPS

password.

How to Join Teams for Each of Your Classes

The Teams code are included in the timetable at the beginning of each term, to enable you to join the Teams
for your classes. We recommend that you join the Teams for each of your classes as soon as possible since
all necessary information will be posted there (e.g., lecture materials, information on class cancellations, and
URLSs for online lectures).

Note: Course registration must be completed separately via G-way, as described in "3-1. G-way (GRIPS

Gateway)"

Registration Procedure
1. Please access the timetable on GRIPS website to check the Teams code.
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2. 2-0 Access to Teams.
2-1.Select "Teams" from the sidebar on the left.
2-2.Click "Join or create team" on the upper right.

2-3.Select "Join team."
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3. 3-1 Enter join code. (Refer to the timetable for join codes.)

3-2:Click on "Add team."
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*Once you have joined a team, you cannot remove yourself from the Team. Except in special cases, students

who have not registered for a course are removed from the Team for that course after course registrations

have been confirmed.

4. The following screen will appear when you join a team.
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Checking Class Announcements

Please check "General" channel to check for postings from instructors. Click to switch channels when

instructors post to other channels.
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Microsoft Teams
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Checking Lecture Materials

Click "Files" on the right side of the channel name to view uploaded lecture materials.

General Posts | Files ~ | +

T Upload ~ H Editin grid view & Share %@ Copylink &3 Sync + Download 5 Add 4

Documents > General

D Name ~ Modified ~ Moaodified By + Add column

@ Class Material.doc May 30 Ryochi Asahi

Submitting Assignments

If your instructor asks you to submit an assignment, please follow the steps below.

1. When an assignment is created, the following message will appear in the “General” channel. Click on

"View Assignment.”
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2. Click on "Attach" to upload the file.
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3.

Click the “Turn in” button at the top right of the screen to complete your submission.
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