
St John Vianney Primary School 

Microsoft Teams – Remote Learning Guide 

 

Logging in for the First Time 

You can log into Teams on a desktop, a laptop, a tablet or a phone.  

Teams can be accessed at this web address: https://www.microsoft.com/en-
gb/microsoft-teams/log-in or by typing ‘Teams Login’ into a search engine and 
following the link. Click on the ‘Sign in’ button and use the details that were 
sent out in your child’s remote learning pack. 

 

 

 

 

 

 

 

If you wish, you can download the Teams app to your device by clicking ‘Get 
the app’ or you can choose to continue using the web version in your browser 
by clicking ‘Use the web app instead’. You can download the Teams app to 
more than one device. Parents may choose to log in to their child’s Teams app 
on their phone.  

 

 

 

 

 

 

 

 

 

https://www.microsoft.com/en-gb/microsoft-teams/log-in
https://www.microsoft.com/en-gb/microsoft-teams/log-in


 

When logging in for the first time, you will be asked to change your password. 
This password needs to be 8 or more characters and include a number and a 
capital letter. 

 

Your Teams Homepage 

On your homepage, you will see a screen similar to the one below.  

 

 

 

 

 

 

 

 

 

 

 

 

Here you have access to any ‘Team’ that you have been added to. Each child 
will be a member of two teams: one for their whole year group and another 
for their class. In this example, the child is in Year 6KS so they are part of a 
‘Year 6 Remote Learning’ team and a ‘Year 6KS Class Team’.  

 
If you click on the circle in the top right corner,  
you can sign out of Teams.   
 
 
 
 
 
 
 



 
 
Year Group Remote Learning Team 
 
Each child has been added to a whole year group ‘Remote Learning’ team. This 
is where your child’s online learning assignments will be set and where 
teachers will post and make announcements for the whole year group.  
 
 
 
 
 
 
 
 
 

 

 

 

 

 

Across the top of the screen you can see a menu with options: ‘Posts’, ‘Files’, 
‘Class Notebook’, ‘Assignments’ and ‘Grades’. The tabs that children will be using 
at this time are ‘Posts’, ‘Files’ and ‘Assignments’.  

 

 

 

 

 

 

 

 

 

 



Posts 

In ‘Posts’ you will find anything that your year group teachers post, such as 
announcements and messages. Children posting has been disabled in the year 
group general chat (see ‘Your Class Team’ for how to contact a teacher via 
Teams). 

 

 

 

 

 

 

 

 

 

 

 

Children’s assignments will be posted in this feed, and they will also appear in 
‘Assignments’. If you click ‘View assignment’, you will be taken to the 
‘Assignments’ area, where you can view assignments, access the lesson 
resources and hand in work (see ‘Assignments’ section for how to turn in 
work).  

 

 

 

 

 

 

 

 

 

 



Files 

In ‘Files’ you will find copies of files that teachers have uploaded. 

 

 

 

 

 

 

 

 

 

 

 

 

Assignments 

In ‘Assignments’ you will find all of the lessons that teachers have uploaded for 
your child to complete. Each assignment is the equivalent of one lesson. Within 
an assignment, you will find all of the materials and instructions for the lesson.  

 

 

 

 

 

 

 

 

 

 

 



When you select an assignment from the list, you will be taken to that 
assignment’s page.  

 

 

 

 

 

 

 

 

 

 

 

 

If you click on the three dots next to a resource, it will give you the option to 
‘Open in Teams’, ‘Open online’ or ‘Download’ the resource. 

 

 

 

 

 

 

 

 

Some files will take some time to open, so you may need to wait while it loads, 
particularly for videos or PowerPoints with audio. If you are struggling to open 
the document with Teams, try downloading it. You may wish to delete 
documents you have downloaded in order to save storage space on your 
device.  

 

 



 

 

 

 

 

 

 

 

 

 

 

 

Returning Work 

If you have access to a printer, you may wish to print worksheets and 
complete them by hand. Alternatively, you may be able to complete some 
tasks in the Microsoft Office Suite (using a programme such as Word, Publisher 
or PowerPoint). Otherwise, there is an exercise book in your home learning 
pack in which you can complete tasks. Teachers will begin by asking for 
one piece of work returned via Teams per day only.  

To return your work to your teacher, look for the ‘add work’ button on the 
assignment page.  

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

You can upload files from your device here, such as a word document or 
PowerPoint. Alternatively, you can take a photograph of your work and 
upload it so your teacher can view it. Remember, if you are uploading a 
photograph, ensure that the work is in focus and can be seen clearly.  

Your work will then be displayed on the assignment, under ‘my work’. If you 
need to remove the attached work, click the three dots next to the file and 
select ‘remove’.  

 

 

 

 

 

 

 

 

 

 



Click ‘Hand In’ or ‘Turn In’ (whichever button you see on this screen) to submit 
the work to your teacher.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Feedback 

Teachers are able to see which children have viewed assignments and who has 
completed them. Once an assignment has been returned, teachers will provide 
written feedback on that piece of work. When feedback has been provided, you 
will see it on the assignment page.  

 

 

 

 

 

 

 

  

 

 



Your Class Team 

As well as being part of a whole year group team, your child has been added 
to a team just for their class. You can access this from the ‘Teams’ tab. 

 

 

 

 

 

 

 

 

 

 

 

Both class teachers in a year group have access to these teams, so there will 
always be a teacher monitoring the team. The home learning assignments and 
resources will not be set using this team, but teachers may use it to contact 
only their class on occasion. 

Private Channels 

We have created a private channel for each child within their class team. You 
can find this channel to the left of the screen, under the team name.  

 

 

 

 

 

 

 

 

 

Child’s name 



This private channel allows your child to contact their teachers directly should 
they need to ask questions about the home learning and teaching only. 
Both year group teachers, as well as the senior leadership team, have access to 
these private channels and their contents.  

 

Within this chat, use the @ symbol followed by the teacher’s name to 
alert them to the message (as below). 

 

 

 

 

 

Once the suggested name is clicked, the @ symbol will not appear anymore, 
but the teacher’s name will appear in blue, underlined text.  

 

 

 

Clicking the paper plane symbol sends the message. 

 

 

 

Teachers will monitor their Teams and will aim to respond to 
messages between 8:30am – 5:00pm. Any messages sent outside of 
these hours will be read the next school day.  


