
MICROSOFT TEAMS  
Help Sheets 

 

Dear Children, Parents and Carers,  

 

Due to the government whole-school lockdown, we are using a computer platform known as Microsoft 

Teams (see later for reasons why we use Teams). Each child has their own account to access this Microsoft 

Teams virtual classroom. Here they can join their teachers and classmates online.  

Your child’s email address and password to access their virtual classrooms have already been issued by the 

school. If you are still having any problems with these then please contact the school office.  

 

On the following pages are instructions on how to access and log on to Microsoft Teams, and some 

information on why we are using Microsoft Teams.  

(A) How to access to Microsoft Teams  

(B) Downloading Microsoft Teams onto your Windows desktop or laptop computer.  

(C) Downloading Microsoft Teams to your tablet, iPad or phone.  

(D) Using the Microsoft Team app on an Apple desktop or MacBook, and help with logging in to the Teams 

app for the first time.  

(E) Why do we use Microsoft Teams?  

 

If at all possible, please take time to explore and familiarise yourselves with the Microsoft Teams 

programme; it is a very useful resource. We hope that these pages have been useful. 

 

Best wishes, 

St James’ C of E Primary School 

 

 

  



(A) How to access to Microsoft Teams 

Your child’s email address and password have already been issued by the school. If you are still having any 

problems with these then please contact the office directly on insert email. 

 

1. Visit www.microsoftteams.com. 

2. Click on ‘Sign in’. 

 

3. Type in the username email address supplied by the school. Then type in the password supplied by 

the school. This should be 8 characters long.  

 

 
 

4. Choose to either download the Microsoft Teams app onto your device or open Microsoft Teams 

directly on the web browser. The app will make access quicker in the future as the app will be 

available on your desktop.  

mailto:admin@mora.brent.sch.uk
http://www.microsoftteams.com/


 

 

(B) Downloading Microsoft Teams onto your Windows desktop or laptop computer.  

1. Click on “Get the Windows App”. 

 

 

 

2. Enter your child’s username and password again.  



 

 

(C) Downloading Microsoft Teams to your tablet, iPad or phone.  

If you are downloading the app onto a tablet, iPad or phone, go to your App store and search for Microsoft 

Teams. Look for the app with this icon: 

 

 

(D) Using the Microsoft Team app on an Apple desktop or MacBook. 
 

1.  Download the app from this site: 

https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app 
 

2. When downloaded and installed, open the app and follow the logon steps. 
 

(E) Why do we use Microsoft Teams? 
 

● Microsoft Teams allows teachers and pupils to share information, message online, and work 
together remotely. It is a group chat and collaboration platform. 

● On Microsoft Teams (we usually just call it ‘Teams’), teachers can message their classes daily, set 
work tasks, and in return teachers can receive questions, messages and work back from their 
pupils. 

● Teams provides a virtual classroom with multiple subjects or learning areas, where teachers can 
create lessons for curriculum subjects in order that information is separated. 

● Microsoft Teams can normally be accessed regardless of which computer, tablet or smartphone you 
use (see the notes above).  

● As well as supporting teaching and learning, Teams is a great opportunity for students to build and 
practice digital citizenship alongside their continued learning. 

 

 

https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app


(F) Getting started in your new home-learning virtual class! 
 

1. When you arrive in Microsoft Teams, click on the ‘Teams’ button on the left-hand side. 
 

This will show you which class 
teams you  
are in. 
Your teacher has already set 
up the class team and added 
you.  
Click into your class. 
 
 
 
 
 
 
 

2. In the launch page, your teacher may have muted the discussion. Scheduled video sessions will be 
placed in the ‘Posts’ section of our general channel. Click on the post to join in the video call. Work 
will be set in the ‘Assignments’ section of your channel. View and submit work in there for your 
teachers to look at. The ‘Files’ section may have useful documents like your year groups weekly 
timetable and links to other remote learning that has been set.  

 
 

 
 
 
More assignments and files will appear as more work is added.  

 
 


