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How do I get on Teams from a computer?

• Open your web browser 
and navigate to 
www.office.com.

• Then, log in with your 
school email address and 
password when prompted.

• A copy of this can be 
found on the inside cover 
of your child’s home 
learning book. Please 
keep this safe. It should 
not be shared with others.

http://www.office.com/


Teams works across almost all devices with an Internet connection (desktop & 
mobile) via web browser or downloadable app.

• To download Microsoft Teams on a computer, go to www.office.com and log in 
with your school login and password. We recommend that you download 
Teams rather than use the web version. 

• To download the Teams app on a mobile or tablet device, access your devices’ 
app store and download the Microsoft Teams app. Then, log in with your 
school login and password.

You  will get much better functionality on TEAMS 

if you download the app rather than using the web version. 
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http://www.office.com/


• Select the Teams 
logo from the 
Office home 
page.
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You should only 

be able to see 

the year group 

you are 

Click it to go to 

the ‘Posts’  page.
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There will be a list of 

activities for the Year

group/ class.

This will list all the tasks 

to complete. 

Remember, some tasks are 

priority tasks. Check your 

weekly overview to find 

out which.
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Example weekly 

overview. 

Remember, 

some tasks are 

priority tasks. 
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You can view the set 

assignments and see 

completed/ submitted 

assignments (scroll to 

the bottom).

Click on an assignment 

to view its details.
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Instructions/ guidance

Attachments: Click to 

access and open. 

Please download 

powerpoints to hear 

audio (see next)
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Attachments: Click …to 

access and open. 

Please download 

PowerPoints to hear 

audio. We also 

recommend that you to 

either download 

documents or open them 

in the actual application 

(e.g. word) or online 

application (Word online)

The top option of 

opening in Teams gives 

reduced functionality 

and is not so user-

friendly.
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Work can be completed 

in your home learning 

book provided. 

If completing work 

online click ‘Add work’.
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Click ‘New File’ to select the type 

of document the work will be 

created in.

Click ‘Upload’ if the work is saved 

on your device: 

It can be a photo or document. 

If you have taken a photo of 

your work (recommended) you 

can also upload a photo from a 

phone here. 
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If creating a new 

file, type a name 

and click attach.
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The new file 

will be listed 

underneath 

the other 

attachments. 

Only you can 

see your work.
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Click the 3 dots if you 

want to make changes 

to your file (or just click 

the bar to open in).
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Clicking 

‘Close’ will 

auto-save 

the 

document. 
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Click ‘Hand in’ to 

send it to your 

teacher. 

You can view/ edit it 

in the main 

Assignments page if 

you need to. Only 

your teachers can see 

your work. 
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Sign out by 

clicking your 

initials in 

the top right 

and select 

‘Sign out’.
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Further help.

The 'Help' section in 

Teams is really useful. If 

there are any queries not 

covered in this guide, we 

would recommend 

clicking on this.  


