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A Guide for Parents and Children on Using 
Microsoft Teams 
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Introduction
At St Mary’s RC we are using Microsoft Teams for online/blended learning. Each child 
has logged into Teams in class and completed various learning tasks online. We will 
continue to use this in lesson time as part of our blended learning. 

How to Login
You can download the Microsoft Teams App or login via a web browser. Please note, 
Teams does not work on Safari. Chrome works best. 
https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/log-in 
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Login via the Teams app

Login via the Teams using a web 

https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/log-in
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Login Details
ALL children’s login details will be the year they started, first name, surname @sch.im

Eg 18johnsmith@sch.im if they are in Y2.          14johnsmith@sch.im      if they are in Y6

Please Note:
*Login details reflect their names given on the school register.
*Hyphens and apostrophes are not in login e-mails
*If first names and surnames combined are longer than 18 letters, the remaining letters will not 
be used for their login.

Passwords
From Year 1 to Y6 - Your child’s password will be their initials. 
*All passwords are only 2 letters; first initial of first name and first initial of surname
*****Reception children’s password are different******.    
Password:  Temp123 and then their initials 
EG Temp123js Temp123db Temp123sh

Years classes started
R - 20
Y1 - 19
Y2 - 18
Y3 - 17
Y4 - 16
Y5 - 15
Y6 - 14

Getting Started with Teams

After you have logged in, you will see this homepage.

Click on your 
class page. 

mailto:20johnsmith@sch.im
mailto:14johnsmith@sch.im
mailto:20johnsmith@sch.im
mailto:14johnsmith@sch.im
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After you’ve clicked on your class page, this is what you should see.

Navigation General - This is where your child will find any general 
updates for their class. Teachers can post messages 
and children can reply. 

Your work will be posted within each subject area. All 
work will be posted with the option of opening it on 
an online application. This ensures that all children can 
access the materials without having to download 
other apps. 

To access your hidden subjects, click on the tab and 
click on show. 
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This is where you can communicate with your teacher. Please me mindful that 
everyone in your class will see the messages. 

This is where you can 
see all of your work 
that has been set for 
you. 

Any additional 
resources that you 
require for tasks may 
be found under ‘files’

Please note:
For now, we will not be 
using the Class notebook 
tab. 

Please note:
For now, we will not 
be using the Grades 
tab.

This is where you will receive notifications about updates on your 
class page. For example, when work has been set, when a teacher 
has marked your work and return it to you or when a new chat is 
set up. 

This is where you access your class page. 

This is where you can see your work. As you can see there is a 
red dot. This marks a notification for you to see, for example, 
new work or work that has been returned.

This is where you can see your most recent files.

This is where you can search for apps to use to complete 
your work. 
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Completing work

When your teacher sets you work, you will receive a notification which will show up on your 
activity tab or assignment tab. This is only for work that is expected to be returned (the amount 
of tasks will vary for different year groups). Click on it to see your work. 

If you want to access your work via your ‘general’ tab on your class page this is 
what you will see. 
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After you’ve clicked on your work this is what you will see.

You need to click on this to view 
the work set. Depending on the 
task, you can either edit directly 
onto the worksheet or view it to 
read and upload your own 
document with your work.

Once you are happy with your 
work, you then need to press ‘turn 
in’.

This will notify your teacher that 
your work has been submitted. 

Uploading your own work
You can upload your own work using various applications. This is how it should look 
after a successful upload.
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Editing a Worksheet that has been Uploaded

Depending on the task, children may be able to edit their own live copy of the document 
rather than downloading and submitting as above.  Their edits will save to the document 
automatically. You will know if you can do this by clicking on the assignment doc - it should 
show ‘editing’ in the right corner and allow you to type. 

It will show ‘Open in Desktop App’ if it can’t be edited online.

Once you have completed your work on the live document, simply press ‘turn in’ as 
mentioned above. 

Feedback Marking
Once you’ve submitted your work, your teacher will respond with marking/feedback. 
You will receive a notification to tell you when they have sent it back to you. They 
may edit/highlight your work or leave a comment. This is what it will look like. 



Immersive Reader 
Teams offers the immersive readers technology which can be easily assessed by all 
children. It will dictate any written tasks on assignments (apart from live assignments) 
and tasks or translate any tasks into other languages. Click on ‘immersive reader’ on 
the top right of your document. 

This is what it will show:

Click on the buttons in the right hand corner to 
alter options - eg language. 

You can also just select particular words if children 
can read the majority and just need a little help with 
unfamiliar words. 
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Video Calls - Whole School Assemblies or Class 
Pastoral Sessions 

Every Friday at 10am all children will be invited to a whole school assembly. You will 
receive a notification from the whole school general page which looks like this. This 
will work the same for pastoral sessions with notifications shown on each class page. 

After you’ve pressed join, your teacher will accept you into the call. You may need to 
wait a few minutes for this. Don’t forget to press ‘join now’. 

�  of �10 12



This is what your screen will look like if your video is on. 
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Camera
Here is where you can turn your 

camera off or on. For large 
meetings, such as whole school 
assemblies we ask that children’s 
cameras will be turned off. Please 

ensure your cameras are off before 
joining the call. 

Microphone
Here is where you can turn your 
microphone off or on. For large 
meetings, such as whole school 

assemblies children’s microphones 
will be muted. Please do not unmute 

your child unless asked. 

Leaving a chat
Press this button 
in order to leave 

the call. 

Raising your Hand
If you are in a class 
call and would like 

to answer a 
question etc please 
‘put your hand up’. 
This will notify the 
teacher that you’d 

like to say 
something. 



Downloading Microsoft Office 365 - Free online 
All work set by teachers will be in the format of Microsoft word, powerpoint etc. If 
you don’t have these applications on your devices, you can download it for free 
following these instructions. 

If you have any questions about using Teams at home, please send an email to 
StMarysenquiries@sch.im. 
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