
How to use Microsoft Teams for Home Learning 

Step 1: 

 Log on using office 365 using this link: https://www.office.com/ 

Type in your user name and then your password. These will have been sent to you. 

Step 2: 

Select Teams from the banner  

 

Step 3:  

Once you have selected teams a page will load showing an icon for your class. It will look like this:  

This will take you to your class page where you will find your assignmnets to complete. The page is loaded onto a 

chat page where you can ask your teacher questions. Please keep this for work purposes only. 

Step 4: 

On the top bar the primary area to find your work is 

labelled, ‘Assignments.’ Click this label.  

It will show this screen which has the maths and 

literacy assignments for the day. 

 

 

 

 

 

 

 

Step 5: Click on the subject you wish to complete. For example, in this picture I selected ‘ Adding 2 four digit 

numbers’ and the this screen came up. This is the main place to work from to complete your maths. The picture 

below is labelled with what everything is. 

 

 

 

 

 

 

 

 

 

 

1. Always start with the file 

labelled Activity Overview 

(Day) – This file has the 

WALT, Toolkit to complete 

and the activities you need 

to do for the lesson. See 

Step 6. 

2. Underneath will be a 

blank word document that 

you can use to complete the 

lesson. If it is a maths lesson 

you may need to do your 

work on paper and send a 

photograph or screen shot. 

3. This top box is where you 

will find all the questions 

and work that is mentioned 

in the Activity Overview File. 

From this file you can 

download it onto your 

computer to work from. 

4. If you have completed 

work via a separate file or 

want tp upload a photo, you 

need to click this button. 

Step 7 will talk you through 

this. 

https://www.office.com/


 

 

Step 6: Using the ‘Activity Overview’ document 

When you click the link to this document you will see a work document. The file contains an overview for both maths 

and literacy. The diagram below shows what each part means: 

 

 

 

 

 

 

 

 

 

 

Step 7 : Uploading work 

If you click on the ‘+ Add Work’ icon the following screen will show: 

At the bottom of the screen there is a button that 

says: 

 

 

 

Clicking this button will open up your device 

library where you can select your work and 

documents to up load. 

 

 

 

 

 

 

 

1. WALT – We Are 

Learning To. This is the 

learning objective for the 

lesson. 

5. When the work is 

completed it is also 

important to complete 

the MARK section of the 

toolkit. The children use 

these everyday in class 

and will know how it 

works. Tick if you have 

done it and leave blank if 

you haven’t.  

2. This is the toolkit 

which shows all the steps 

and skills the children will 

need to include to be 

successful in the activity. 

Please read them 

carefully and reread as 

you complete your work. 

3. Starter activities – These maybe +, -, X and / for maths; 

spelling, punctuation and grammar activities for English. 

They will include where to find them in the resource 

document. See step 5 box 3. 

4. Main Activities – These will be directly linked to the 

WALT. Use the toolkit to help you work out how to 

complete the problems. The majority of things will have 

been covered before. They will include where to find them 

in the resource document. See step 5 box 3. 



 

 

Step 7: Submitting Work 

When you have seen your document uploaded you need to select this button:  

Once you have selected this your work will be uploaded 

and your class teacher will have access to it. They may 

then add comments and corrections. 

It’s important to read and complete all the information 

on the activity overview document as mentioned at the 

top of this document. 

 

 

 

Step 8: Getting help 

If you have any questions, go back to the teams home screen and select the ‘Post’ icon and use it to get in touch with 

your teacher. Remember, these posts are public to everyone in the class including your teacher. Be respectful and 

helpful in supporting our class teams. 

 

 

 

Thank you for your continued support, understanding and diligence in your child’s learning at this time. We will 

endeavour to update you regularly.  


