Parent Handbook Microsoft Teams

Dear Parent / Carers,
Please find below a simple guide to help you access your child’s Microsoft Teams account.

Unfortunately, there are such a range of devices, that we simply cannot provide a guide for each individual one. However, should you find yourself in any
difficulty with it, please email school with your query and we will get back to you as soon as possible.

Step 1:

You will need your child’s home / school diary — on either the front inside cover or the back inside cover, you will find their email address and password.
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Go onto an internet browser such as google chrome or internet explorer. In the search bar type ‘office 365’. Then click enter to search this.



Step 3:

www.office.com ~

Office 365 Login | Microsoft Office
Collaborate for free with online versions of Microsoft Word, PowerPoint, Excel, and OneNote.
Save documents, spreadsheets, and presentations online, ...

Microsoft 365 Office for Android ™ tablet
Collaborate for free with online Office for Android™ tablet. Get
versions of Microsoft Word .. Word, Excel, PowerPoint ...

Office Online Microsoft's Office 365
Office for Android™ tablet. Get Office for Android™ tablet. Get
Word, Excel, PowerPoint ... Word, Excel, PowerPoint ...

More results from office.com »

www.microsoft.com » en-gb » microsoft-365 v
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Click on the option ‘office 365 login option



Step 4:

B Microsoft
Sign in

IEma.l address, phone number or Skype

No account? Create one!
Can't access your account?

Sign-in options

Back Next

Type your child’s email address into the sign in page and click next



Step 5:

B® Microsoft

Enter password

Password

Forgotten my password

Then enter their passwords and click sign in, ensure they are reminded not to save their passwords



Step 6:
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You will then need to click the ‘teams’ icon (circled)



Step 7:

The children need to find your class icon
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Click your child’s team — they should only have one option visible.



Step 8:
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Reading
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Once you have entered your child’s team, you should see a list of ‘channels’ on the left hand side (shown above). These channels are where their work will
be organised e.g. their maths work will be in their maths channel. Please note, currently, we will only add work daily in the event of a bubble closure or
school closure.



Step 9:

General

Curriculum information

English

Homewaork

Maths (1)
Reading

Science

Topic

If you see a red circle with a number in, this means they have been allocated a piece of work. Click on the channel with the red circle next to it to find the
work.



Step 10:

Last read

B Assignments 17:13

Cube and square numbers

Due 20 Oct

View assignment

< Reply

Then click ‘view assignment’ to find the work.

Step 11:
< Back

Points

Cube and square numbers No points

Due tomorrow at 23:59

Instructions

MNone

Student work

@] thursday week 1.docx

Click on the 3 dots



Step 12:

Points
Cube and square numbers No paints
Due tomorrow at 23:59
Instructions
Student work

B thursday week 1.docx
6 Open in Teams
fll Open in Word
il Open in Word Online

& Download

You need to click download — NOTE IF IT DOESN’T OPEN CHECK IT HASN’T BLOCKED THEIR POP UPS. If it has then click ‘allow all pop ups’



Step 13:

Reading
Science

Topic

thursday wesk 1...docx

You will need to open it at the bottom of their computer screen

Step 14:

File Home Pens Insert Design Layout References Mailings

thursday week 1 (1) (Protected View) - Word

Vizue

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, i’s safer to stay in Protected View.

Help

Q Tell me what you want to do

Enable Editing

Number Squared * Cubed *
1 1x1=1 1x1x1=1
2 2x2=4 2x2x2=8

You will need to enable editing




Step 15:

Children complete the worksheet

Step 16:
Children need to save their work
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Step 17:
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Ensure they click DOCUMENTS and not ‘this PC’ — children then put their title in and click save — then click okay.
Step 12:

To upload their work to hand in:

Click back onto teams

Click ‘add work’ underneath the assignment

Click upload from this device

Find the document

Double click the document

Then click hand in in the top right corner — ‘hand in’



If you would rather print the worksheet, ask your child to fill it in, you can take a photo or scan the worksheet in to your computer and then attach it in the

same way to hand in.

Similarly, your child can just write their answers on paper — we sent a workbook home before half term (no need to print the worksheet), take a photo or
scan their answers and upload the same way to hand it in.



Step 13 — participating in a Microsoft Teams ‘live’ meet

Please watch this video to see more information on joining a live meeting:

https://support.office.com/en-gb/f1/topic/join-a-teams-meeting-078e9868-flaa-4414-8bb9-ee88e9236ee4?NS=msteamsedutr&Version=16

Participate in a meeting

Share video, voice, or your screen during the online call.

Turn your video feed on and off.

Mute and unmute yourself.

Microsoft Teams

W

Invite people to join...

)

Share your screen and sounds from
your computer.

Y

S|

Access additional call controls
Start a recording of the meeting, change your
device settings, and more.

Send chat messages

Send chat messages, share links, add a file,
and more. Resources you share will be
available after the meeting.

Leave the meeting
The meeting will continue even after you
have left.

Add participants to the meeting.


https://support.office.com/en-gb/f1/topic/join-a-teams-meeting-078e9868-f1aa-4414-8bb9-ee88e9236ee4?NS=msteamsedutr&Version=16

Should you wish to find out anymore about Microsoft Teams please click on the links below:

A guide for parents and guardians:

https://support.office.com/en-gb/f1/topic/distance-learning-with-microsoft-365-guidance-for-parents-and-guardians-89d514f9-bf5e-4374-a731-
a75d38ddd588?NS=msteamsedutr&Version=16

Thank you for supporting your child in their home learning, we appreciate this a new development for children in schools and know that parent / guardian
support will be vital for them to complete their work.

Kind-Regards;


https://support.office.com/en-gb/f1/topic/distance-learning-with-microsoft-365-guidance-for-parents-and-guardians-89d514f9-bf5e-4374-a731-a75d38ddd588?NS=msteamsedutr&Version=16
https://support.office.com/en-gb/f1/topic/distance-learning-with-microsoft-365-guidance-for-parents-and-guardians-89d514f9-bf5e-4374-a731-a75d38ddd588?NS=msteamsedutr&Version=16

