
Welcome to MS Teams



Logging on

Using Google Chrome 
search TEAMS LOGIN 
ONLINE.

Select this option from the search 
list.

There is also an app available to 
download for your phone.



Signing in

Click sign in (you already have an account through 

school, you do not need to click sign up for free).

To sign in your will use your school email 
address and password.

Email address example 

(18datborrill@clrchs.mobi)
(the number from your login, first 3 intials from your firstname,surname@clrchs.mobi)

mailto:18datborrill@clrchs.mobi


In teams

When you’ve signed in 

click on Teams from the 
left hand side menu.

You will be able to see the 
Teams you have been 
added to.  You class 
teachers will do this.

Click the team you want 
to get information from.  



Inside your Team

This is where you can 
access learning 
materials & 
assignments set by 
your teacher

You have access to all the tabs that are shown here.  Your teacher may 
had information, files for you to open, notes in the class note book or 
an assignment for you to work on and hand in.



Assignments- checking the work set

In your chosen team, on the tabs 
across the top click Assignments

You will then see a list of all your 
assignments and the date the work is 
due to be done by. 

Any completed assignments will show 
under the completed tab.



Viewing your assignment

Select the assignment you want to work on.  
You can then see any resources and 
instructions your teacher has given you.

Click the assignment and the information 
will be displayed. 

Once you have completed your tasks/work 
and you can hand it into your teacher for 
marking/feedback.  



Handing in work for your teacher

To submit work so your 
teacher can see it and 
give you feedback, click 
Add work 

You can choose where you 
want to upload your work 
from.

OneDrive
This device

Select the work to upload, you can 
select more than on document. When 

you’ve added everything then click 
attach.  



Handing in

You can see your work added 
here

If all you work is attached – Click Hand in

It should say 
undo hand-in if 
you have 
submitted it.



Getting feedback

Your teacher will give you feedback and send it back to you.

You will find your feedback here

If you need to make changes and need 
to resubmit your work, re-add it to you 

assignment and Hand in again

Tip

When you open up your submitted 
work in teams, when your teacher has 
sent it back to you.  You have to save 
any changed in your OneDrive or on 
your device.  Teams will not save your 
changes in the assignment.



Grades

You can view your assignments and status 
in the Grades section on the top tab.  This 
will give you an overview of all your 
assignments for that team.

You can click on each assignment and it will 
take you into that assignment and give you 
more detailed information.



Saving work in my OneDrive

Your OneDrive is your 

personal cloud storage where 
you can store all your files. 
(Like your home drive (M) at 
school.  The difference is you can 

access this area from home or 
anywhere you can log in using the 
internet.



Uploading to your OneDrive

Method 1

Select the files or folders 
you want to upload.

Drag the Files and Folders form your area and drop them onto 

the OneDrive



Uploading onto your OneDrive

Method 2

On your OneDrive home screen, 
select the upload button. 

Browse for the files or folders you would like to upload.



Microsoft office

If you click on the 9 DOTs 
in the top left hand 
corner it will give you 
access to all the apps 
available to use.  This 
includes the Microsoft 
office package and other 
interesting Apps you 
might be interested in. 
(Explore for yourself)

You can use these Apps in 
your browser and save 
the work completed in 
your OneDrive (this is your 
online cloud storage).

Click here to see all the 
apps available



Apps available to use for free

Explore what's 
available.

Click All Apps and Tips and 
Tricks.



Explore

There are a lot of features to this product 

EXPLORE


