The Grange School
Microsoft Teams – Student Guide
Section 1 - How to use Teams on a Desktop or a Laptop
Part A
• How to log on
• How to join a Microsoft Teams meeting
Part B
• How to upload an assignment
• How to access and respond to feedback given to you by your teacher
Section 2 - How to use Teams on a tablet or mobile phone
• How to log on
• How to upload an assignment
• How to join a Microsoft Teams meeting

Section 1 – Part A
Teams – How to Login
On any web browser, e.g. Google Chrome, Internet Explorer, Safari etc, go to
www.office.com

Click sign in and sign in with your full school email address which ends in @wecan.org.uk.
Email address examples:
Year 11 = 16HOPKINSHa@we-can.org.uk
Year 10 = 17HOPKINSHa@we-can.org.uk
Year 9 = 18HOPKINSHa@we-can.org.uk
Year 8 = 19HOPKINSHa@we-can.org.uk
Year 7 = 20HOPKINSHa@we-can.org.uk
You will then be directed to the login page – you will need to put in the
password that you’d normally use to log into a computer at school.
Once you sign in, you will get the page below

Click on the Teams icon. Circled in red below.

You should now see all the Teams that we have set up for you at school. If for
any reason you are in a wrong Team, you will need to let IT support know. If
you want, you can also install the desktop version of Teams for free.
Teams – How to join and participate in a Microsoft Teams meeting
Once your teacher has set up a live Teams meeting you will be able to see it
in three different places. Firstly, you should get an email inviting you to the
meeting. Secondly you will be able to view it on the calendar tab within
Microsoft Teams. Circled in red below.

Lastly, you can view the live meeting in the Microsoft Team it has been set
for. You can find and access your different teams by clicking on the ‘Teams’
tab.

Once you have clicked on the meeting it will take you to a different screen
that gives some further details, timings of the meeting and an option to ‘join’.

When the time is right, click ‘join’. Circled in red above. Don’t worry, it won’t
send you into the meeting straight away!

Before entering the meeting you can choose to enable/disable your
microphone. As a student, your camera will always be disabled. When you
are ready click ‘join now’. Circled in red above.

Once you have entered the meeting you will see the screen above. Your
teacher may choose to have their video on so that you can see them. They
might also share a presentation with you.
The task bar, in the red box above, helps you to participate in the live session.
Using these buttons you can turn your microphone on/off. You can also raise
your hand if you wanted to answer a question. Circled in blue. This will notify
your teacher that you want to ask a question.
You can also participate in the chat function if you don’t want to talk out
aloud. This is the button circled in yellow above.
Lastly, you can see who else is in the meeting by clicking the icon of the two
people. Circled in green.

To leave the meeting you need to click the red ‘hang up’ button on the
right hand side of the task bar.

Section 1 – Part B
Teams – Accessing your Teams for each of your classes
To access the ‘Team’ for each of your classes you will need to click the
‘Teams’ tab. Circled in red below. This will take you to view all of the classes
that have been set up for you by your teacher.

Once you have clicked on a ‘team’ it will take you to the ‘team’ page. This is
where you will be able to find resources, messages and assignments that your
teacher may have uploaded or sent.

Teams – Uploading an assignment
Your teacher can set assignment for you to complete. You will see a new
notification every time your teacher sets an assignment for you. The
notification tab is circled in red below.
PLEASE NOTE – YOU MUST KEEP CHECKING SHOW MY HOMEWORK. TEACHERS
WILL ALWAYS SET WORK ON SHOW MY HOMEWORK FIRST. TEACHERS SHOULD
LET YOU KNOW WHETHER THEY WANT YOU TO USE MICROSOFT TEAMS AS WELL.

Once you have clicked on the ‘activity’ tab, you will be taken to the
‘activity’ page. Here you will be able to see all of your recent notifications.
This will include any assignments set by your teachers.

You can click ‘view assignment’ to see the assignment that has been set.
Boxed in red above.

To see all of your assignments in one place you can click the assignments
tab. Circled below in red below.

Once you have opened an assignment you will be able to see more details
such as
•
•
•
•
•

The assignment title
The assignment due date
A description of the assignment
The amount of points/marks for the assignment
A criteria for success (this may or may not be part of the assignment)

Once you have completed your work you will need to upload it to the
assignment and click ‘turn in.
You can upload your work to the assignment by clicking ‘add work’. Circled
in red above.

You can upload a file in a variety of ways
•
•
•
•

From the files on your computer
From Microsoft One Drive
Attach a link
Add and create a new file within the assignment

Once you have added your work to the assignment you can click ‘turn in’.
Circled in red above. This will send it to your teacher to be marked.

Once you have clicked ‘turn in’, a cool, funky graphic should appear. This is
confirmation that your work has been sent to your teacher.

Teams – Viewing and responding to feedback from your teacher.

Once your teacher has marked and returned your assignment, you will find a
notification in your activities tab. Circled in blue below.

Once you have clicked on the ‘activity’ tab you will see that your assignment
has been returned. Highlighted in the red box above. If you click on this it will
open the assignment and you will be able to view the feedback you have
received from your teacher. Highlighted in the green box above.
Once you have received your feedback you can edit the document within
the assignment by clicking on it. Once, edited you can show your teacher
that you’ve had another go by clicking ‘turn in again’. Circled in yellow
above.

Section 2
How to use Teams on a tablet or mobile phone
• How to log on
• How to upload a picture of work you have completed as an
assignment
You will need to download the Microsoft Teams
app from wherever you get your apps from.
This could be Apple’s ‘App Store’ or Google’s
‘Play Store’.
Once you have downloaded the app you can sign
in using your school details.

Sign in with your full school email address which
ends in @we-can.org.uk. Your password will be
the same as it is when you log on to a
computer at school.
Example: Henry Hopkins is in year 11, so his
email address would be 16hopkins@wecan.org.uk.

Once you’ve signed in you’ll notice that your
home screen looks different to how it does on
the desktop computer.
However, you still have all of the same tabs as
you did before on the computer. These are
highlighted in the red box.

By clicking on the activity tab. Circled in
red on the left, you will be able to see any
notifications that have occurred. For
example, these could be messages or
assignments set by your teacher.
By clicking the calendar tab you can view
all of your lessons and the live sessions that
might have been arranged by your
teacher. You can join them quickly by
clicking ‘join’. Circled in red below.

You can keep track of your assignments by
clicking on the ‘assignments’ tab. Circled in
red on the left. Here you can read, explore,
complete and submit assignments in the
same way that you would do on your
computer.

You can access your Teams for each of
your classes through the app too. You will
need to select the ‘Teams’ icon at the
bottom of your Microsoft Teams app. Then
you can click into each of your classes to
access resources and links to live sessions.
You can join live sessions by clicking ‘join’
whilst in your class ‘Team’. Circled in yellow
on the left.

Once you have clicked ‘join’ the screen
above will appear. This is where you can
enable and disable your microphone
settings. Remember, as students, your
cameras will always be off! Once you have
decided on your microphone setting click
‘join now’.
You will then enter the live session. When
the session ends click the red telephone
icon to leave the meeting.

