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How to use Microsoft Teams 

How to access Office 365 

Step 1: Open your Internet browser (e.g. Google Chrome) and enter 
www.office.com 

 

Step 2: Click ‘Sign in’ 

 

Step 3: Enter the first letter of your first name and your full surname and click 
‘Sign in’. 

 

 

 

 

Step 4: You will then be asked to enter a password, please enter the password 
you have been provided with.  

 

You have now successfully accessed Office 365 where you can access school 
emails (Outlook), use Office online (Word, Powerpoint etc) and you can save 
work online (OneDrive). 



2 | P a g e  
 

 

How to access a Class on Teams 

Log in to Office 365 and click on the Teams icon.  

If you can’t see the Teams icon when you first log in, go to ‘All apps’ and search 
for ‘Teams’. 

 

All of your classes will appear in the Teams section. Click on any of the Class 
names and you will find work set by your teacher. 

In this example I am going to use Computing as the lesson I want to see. First 
thing I do is click on the box that says ‘Computing’. 
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How to use Channels in Teams 

On the left hand side, you will see a list. The top of the list should say ‘General’. 
This list is known as your Channels. They are important because your teacher 
will make a new channel where they will upload your lessons and any resources 
they want you to download. 

The General channel gives you brief information on any changes that have been 
made to your Class. For example, when your teacher has uploads a file, or 
creates a new channel.  

 

In my Computing class, you will see I have got a channel called ‘Week 1 – Ethical 
issues’. When pupils click on the channel they can see any lessons that I have 
uploaded. Lessons may include a recorded lesson from your teacher, any 
powerpoint presentations or word documents etc. 
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Contact your Teacher on Teams 

If you need to contact your teacher, you can do this on Teams. There are 2 
ways to do this: 

1. Click on the Channel Name that you are using for that week with your 
teacher. 
At the bottom of the screen you will see ‘Start a new conversation…’ 

Remember: anything you post in the Team can be seen by everyone in your class, 
as well as your teacher. 

 

A different way to contact your teacher if you want only your teacher to read 
the message is: 

2. Click on the Chat icon in the left hand column.  
Enter your teacher’s name in the To: box and type your message in the 
‘Type a new message’ box. 

Remember: The messages you send in the Chat box will only be seen by your 
teacher. 
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How to Access Lesson Resources 

Any lesson resources (such as powerpoints, word documents etc) that you 
teacher wants you to have access to (e.g. to read through before or after the 
lesson), will added to the Files section of Teams. 

Click on the channel and click ‘Files’.  

Remember every channel will contain different ‘Files’ that are relevant for 
different weeks and/or different topics. If you are unsure which channel you 
should be using, send your teacher a message on Teams. 

 

Click on the file name and it will open in Teams.  

The resources will stay in the Files section until your teacher removes them. 
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How to Complete and Submit Assignments 

Any assignments set on Teams will be written tasks or quizzes. When an 
assignment is published it will appear in ‘General’ and in the Posts section. 

 

Click on subject in Teams and go to Assignments. 

This will show you any assignments that have been set by the teacher for that 
specific subject (‘Assigned’) and that need to be completed.  

Also you will be able to view the assignments that you have submitted for that 
specific subject (‘Completed’) in the past. 

 

To access the assignment and get more information, click on the assignment 
name. 
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Your teacher will provide you with instructions for the assignment and you will 
see the due date for submitting your assignment. 

To access your assignment, go to ‘Reference materials’ and click on the file 
name.  

 

You will be given options on how to access the assignment, it is recommended to 
choose ‘Open in Word Online’. 

 

You can complete your work online. Word Online will automatically save changes 
you make online. This means if you start working through your assignment but 
decide you want to complete it later, you can close the assignment and you will 
not lose any progress. 

Important: Make sure ‘Saving…’ has changed to ‘Saved’ before closing. 
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When you have completed your assignment and you are ready to submit, click 
the ‘Hand In’ button. This will send your completed work directly to your 
teacher. 

 

 

If you decide you want to make any last minute changes before the submission 
deadline or you click ‘Hand In’ by mistake, click ‘Undo Hand In’ and you can 
continue working on your assignment again. 

Remember: You must click ‘Hand In’ again to submit the assignment for a second 
time. 

 

 
Once you submit your assignment, your teacher will be able to read your answers 
and provide you with feedback. This feedback will be private to your assignment. 
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When your teacher has provided feedback, they will ‘Return’ your assignment. 
You should get a notification in ‘Chat’ box to let you know your assignment has 
been returned. 

Click ‘View Assignment’. 

 

 

Once you have access to your ‘Returned assignment’, you will be able to see any 
feedback given by your teacher. 

 


