
Using Microsoft Teams for
Online Learning
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What is Teams? 

Microsoft Teams is our remote learning 

and live lesson learning platform. 

It offers our children features such as: 

• instant messaging

• video calls

• audio calls

• document sharing 

• screen sharing

We think this is a safe, secure and useful 

way to communicate with your child 

during a bubble or school closure. 
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Finding Teams and Logging On

Go to https://teams.microsoft.com/

on any device 

Login using your child’s username and password. 

Email the school if you can’t find the username and password and 
we’ll re-send the login details to you. 

https://teams.microsoft.com/
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The Toolbar

4

To see notifications (from teacher)

To send private messages to teachers

To find the Class team

Not really necessary 

Where you can see what you should be doing & join the live lesson

Not really necessary

Not really necessary

Not really necessary
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Live Lessons & Calendar

• Check calendar for times of your virtual classes

• Teachers will invite the Class Team to Live 
Lessons. 

• These will appear in your calendar, so you can 
use this to manage your time.

• Please arrive on time for lessons to begin 
promptly.
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How to join a live lesson

1. Click on 
‘Calendar’

2. Click on 
the lesson 
you want 
to join 
and click 
the ‘Join’ 
button 
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How to join a live lesson

3. To turn the 
video on and off 
click here

4. To turn on your 
audio click here

5. Click on ‘Join 
now’ to join the 
live lesson 



Haberdashers' Aske’s Slade Green Temple Grove
8

Using Teams during the live lesson

Once you have joined the live 
lesson, you’ll be able to see the 
other children in the class Team 
and you’ll be able to see the 
teacher. They can share their 
screen as part of the lesson. 

There are a few things you can 
do during the lesson using 
these buttons 
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Using Teams during the live lesson 

You can mute and unmute 
yourself 

You can turn your camera on 
and off here

You can raise your hand by 
clicking this icon and the 
teacher will know you have a 
question 

You can use the chat function 
to ask a question or read a note 
from the teacher
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Using Teams during the live lesson

You can read and add to the 
chat. You can hide the chat 
again by clicking here. 

When the lesson is over, you 
can leave it by clicking the 
’Leave’ button
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Finding your class team

Click on ‘Teams’ and you’ll see your class 
Team here

When you click on your Class Team, you’ll 
have a few options on the tabs across the 
top. 

You’ll only need the ‘Posts’ and ‘Files’ tabs
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Polite Behaviour on Teams

• Read instructions carefully 

• Do not spam chats – this is for asking/answering 
questions

• Don’t join the lessons early

• Teams is a professional platform – it is for 
learning/schoolwork, not for chatting.
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Frequently Asked Questions

Where can I find the username / password? 

This will have been sent home with your child, stuck into a home 
learning book. If you can’t find this, please email us at [insert email 
address] and we’ll re-send the login details 

How do I know what live lessons to join? 

The class teacher will invite you to join lessons by adding them to the 
calendar. All the lessons for the week can be seen in the calendar and 
you can join the lessons from here by clicking on ‘Join’

What happens if I miss the start of the lesson, can I still join it? 

Yes, you can join at any point during the lesson. If you do join a lesson 
late, use the chat in the lesson to let the teacher know you have joined



https://www.habssladegreentg.org.uk/




