
 

Guidance for using Microsoft Teams for Live Learning 

 

To open Teams, go onto Office365 (google 

it if you’re struggling!), log in with your 

school email and password and then click 

on Teams. 

 

Click on the dots at the top of the page 

and then select Teams  

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

Then either download the desktop app or 

use the web app instead. All school 

computers have Teams on the desktop. 

 

 

 

 

 

 



 

Your Teams 

Your Teams will be your class or year group depending on what your teachers have put together for 

you.  

Once you login to Teams, your ‘Teams’ page will show you what Teams you’ve already been placed 

into. This will have been done by your teachers and you should have a Team for each class you are 

in. 

 

This bar gives you shortcuts to the 

different areas on Teams. 

 

 

 

 

 

 

 

 

 

Click on a Team and you will be taken to the 

‘General’ Page, this is where you will see posts 

from your teachers and will be sent invites to 

lessons and files for lessons/homework will be 

posted.  

 

The Class Notebook tab works as an online 

exercise book. Click the arrow in the left 

hand corner to open the book.  

Here, you will able to be sent items by 

teachers and work in the book too in your 

own area. You teacher can see all of the 

work you are doing in real time in this 

book and give you instant feedback. 
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How to use Teams to access your Blended Learning Schemes of Work  

1. Go into your Teams area and select the relevant team for your subject, staff will add you to 

the appropriate Teams. 

2. Click on the 

area that says 

‘Class 

Notebook’  

 

 

3. Click on the 

button that 

looks like a 

stack of books 

4. Open up the area 

that says ‘Content 

Library’, this will 

open where the 

scheme of work for 

that subject is. 

Click on the two 

arrows to make 

this full screen or 

choose ‘open in 

browser’. These 

two options will allow you to see the Scheme of 

Work properly.  

5. Scroll down to find the work for the appropriate 

date that you are on. Click on the icons to open 

up any documents you may need and download 

them to edit them so you can work on them. 


