Microsoft Teams

A user guide for Microsoft Teams
How to log in, access live lessons and use the different features.

Due to the national lockdown and school closure, we are now conducting live lessons on
Microsoft Teams. This will allow children to see their teacher daily and be taught lessons
through Teams.
Teachers will be setting up at least 3 daily live lessons for children to access from Monday
18th January. There will be a Maths and English lesson every day. In addition, some year
groups might also include live lessons for other subjects.
The first couple of lessons will be more general and will cover the basic workings of Teams
with the children.
We understand that it may be difficult for some children to attend live lessons, due to
sharing a device or if their parent is using their device to work from home. Therefore, all
live lessons will be recorded and uploaded onto the class teams page, so that any children
who may not be able to attend the live lesson can still watch the lesson back at a time
that’s convenient.
To download Teams to your devices please click on this link and follow the instructions
https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/log-in
When you log in you will be prompted to change your password. Then you can access
Teams.
Or
First open google and search Office 365

Click on the link below to load office 365

Next click sign on

Then, type the email address that has come through the post to you.

Type in your password (this will have arrived in a letter through the post)

You will be asked to change your password when you first log into office 365. Choose a new
password and press continue. (please ensure you keep note of this password as we do not
have direct access to reset passwords).
You will then enter the office 365 homepage. From there you can find teams on the home bar
on the left

When you click on Teams, it will ask you whether you want to download the Teams App or
use the web browser. Either is fine. Both will work with live lessons.
When you log into Teams your screen will show all the teams that your child belongs to
(there should only be the class they are in). You need to click on this team, Year ?.

Once you click on the year? team it will take you to the general Year page. You can post
messages onto this page, you will see timetables and messages from your class teacher.
However, everyone in the team can see them. It is intended to be used as tool to ask for
help with your work if you need it. Messages should only be left between the hours
of 8.45 and 3.30. Messages sent should be to the class teacher only and not to
each other.
To access the live lessons you need to click on the channel that says Live lessons (circled in
red)

Once in the live lessons channel, you will see the meeting. To access the meeting, you now
need to click on the purple bar.

Once you have clicked the purple bar you will be taken to this page. Click on the join tab
and it will take you a waiting area. From here your class teacher will admit you to the
meeting. Make sure your camera and microphone are on.

When you enter the meeting, your teacher will be there to say hello.

The teams meeting control taskbar can be used for several functions
• If you click on the camera, it will turn your camera off or on
• If your click the microphone, it will mute or unmute your microphone
• If you want to ask a question, you press the raise hand button to let your teacher
know you would like to say something
• If you would like to type a question, or give an answer, you can press the chat button.

Whilst you are in the lesson it is really important to have your microphone on mute, during
tests we have found that we can hear what is going on in the background of each house and
it makes it very difficult to hear the teacher.

There is 2 ways to access the work that your teacher wants you to complete.
1 Click on the word Assignments, this will take you to all work that has been set
2 click on a subject channel

Once you have completed your work it’s really important to click the hand in tab so your
teacher can mark your work.

Completing, uploading and handing in work on TEAMs.

Locate your assignment here.

Open up the assignment and
click here (see red circle) to
type directly onto a
worksheet. You can’t edit the
reference material they are
just to support you with your
assignment. You can edit
documents listed under My
work though.

If you are on an ipad click
here (see red circle) to edit.

Once you have edited,
just exit the worksheet
and it auto saves.

Circled in red is where
you need to click ‘Hand
in’ so it goes to the
teacher for marking.
Sometimes it may say
‘Turn in’. They mean the
same thing. Only click
hand/turn in when you
have finished that
particular assignment.

Some worksheets are PDF
documents which means you
are unable to edit them/type
directly onto them. Therefore
you can either type up your
work onto Microsoft word (or
similar) or hand write your
work onto a piece of paper or
printed worksheet and take a
picture of it. Once you have
done this click ‘Add work’
which is circled in red.

Now you can upload a saved
document or picture from your
device.
If you are on Teams on a laptop
and have taken the picture on your
phone/tablet you will need to
transport the picture to the device
you are working on. You could do
this via email.

You will then receive a notification when the teacher has marked and returned your work to you. You can monitor your grades for
each assignment here:

