
 

Student & Parent/Carer Guide to MS Teams 

Remote Learning @ Sheffield Springs Academy 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Go to the Office 365 website 

(google Office 365) where you 

can enter your username and 

password (this is just your school 

email and password). 

 

You can also download the app 

and then enter your username 

and password (this is just your 

school email and password). 

 

You will see a grid 

of all your different 

‘teams’ – these will 

include your form, 

your class groups, 

and now also a year 

group subject area 

– e.g. Year 10 

Science 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on 

your team 

to access 

the content 

within it.  

 

INSIDE THE TEAM! 

You have a range of options.  

POSTS: This is 

where you can 

comment on posts 

– a conversation 

(work related!)  

FILES: This is 

where your teacher 

will upload 

resources like 

lesson PowerPoints  

ASSIGNMENTS: 

This is where tasks 

will be set for you 

to complete  

To ask your teacher a question – you can post 

up using @teachersname to alert them (when 

it turns blue, it has worked!) 



 

 

 

 

  

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

   

 

FILES: This is where 

your teacher will 

upload lesson 

resources – 

PowerPoints, 

homework etc! You 

can download it 

straight from here 

ASSIGNMENTS: If 

you click on 

assignments you will 

see a list of tasks. 

Click on it to see the 

instructions and any 

attached documents. 

OR…. Click on ‘ADD 

WORK’ to upload 

your own file. 

If there is a 

template/resource 

you can click on it 

and edit straight 

from here – it will 

auto-save!  

Don’t forget to click 

‘Hand In’! 



 

 

NOTIFICATIONS: 

The notifications are on the left hand side… 

There is a new post in ‘General 

You have been mentioned in a Team post 

You have feedback on an assignment 

There is a new chat message for you 

Live Lessons: We are 

currently using LIVE 

EVENTS for our live 

lessons – your form 

tutor will post the links 

each morning in your 

FORM team, click on the 

link for the correct 

lesson.  

Click on Join Now – 

check your camera and 

sound are off (you 

should be automatically 

muted though– sorry!) 

Once you are in the Live Event – 

don’t forget there is a 30-45 

second delay between your teacher 

speaking and you hearing it, You 

can ask questions using the Q&A 

function – these are private – not 

public, so do ask if you’re not sure 

on anything. 


