
 

 

O365 Top Tips  
  

Use PowerPoint Recorder 
Using Powerpoint to pre-record videos for 
students, this gives you more control on when 
the pre recorded video is shown to the students. 
Found in “Insert- Media” 

Sending Praise Cards 
Sending praise to students on the wall. 
Students can also send praise to each 
other too! The Praise button near to 
the Meet Now button on Teams. 

Open OneNote in browser or app 
Onenote works better if you use it in 
browser (or the app!) rather than in 
Teams. Marking and uploading 
worksheets is much more effective 
and without delays. 

Adding Voice Notes on Teams 
If you have TEAMs app on your 
phone or iPAD, you can send 
voice notes. Helps with explaining 
things better than typing and a 
student can re listen. 

Syncing OneNote 
Sync OneNote by pressing this button 
so that you can see the edits your 
students have done. This will also work 
for the students to pull your 
worksheets through. 

Our teachers top 5 O365 tips for this week!  
 



 
 

 

TechTuesday Top Tips  

 

Creation of randomised groups 
Boost retrieval practice AND randomise groups 
in your online lessons by using the Quizlet Live 
feature. Share your screen and host a Quizlet. 
Take a Print Screen of the groups, and you have 
instant randomised lists of the students that 
have attended the lesson! (great for making 
groups when you are not sure who will attend 
the lesson) 

Create Private Channels in Teams 
Create a private channel in Teams and invite 
the group members into the channel. This 
means the channel will only be visible to 
them. Great for longer collaborative projects. 

Use of collaborative PowerPoints in 
Teams 

Set up a PowerPoint (or word 
document) within Teams. The students 
can work on the same document at 
the same time, and use the chat 
feature in the document to 
communicate with each other. You 
can also use it to give live feedback 

Use of Padlet for Group Work 
Create up to 3 padlets on a free 
account as a place where you 
students can share ideas when 
working on a group project during 
a lesson. 

Host Mini Meetings in Teams 
Put students into groups and create 
up to four meetings in one Team to 
give the students a place to talk. You 
will be able to flick between all four 
meetings. 

5 Top Tips to integrate group work into any 
lesson 
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