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What is 
Microsoft 
Teams 

We are trialling a new service called 
Microsoft Teams. 
These are really good as we can do these 
"live lessons" in them, we can post 
"assignments" and we can communicate via 
text within them as well. You can also have 
"Forms" and "OneNote" within them. It is 
like an online community within your class.



What to 
expect in Live 
lessons

Live Lesson = At a set time every week for an hour the 
teacher will be teaching via video conference. This means 
you can ask your teacher questions and they will be able to 
answer "live", there is a chat function which would be used 
which means you don't have to even speak but can still get 
the attention of the teacher.

Assignments = The work you are required to do as part of 
the lesson, this could be in a format appropriate to your 
subject, e.g. a word document. You will then upload your 
work to this place for the teacher to be able to view and 
mark.

Microsoft Forms = Like survey Monkey, this is a quick way 
to ask questions for students to answer, either multiple 
choice or short sentences.

OneNote = OneNote is an online notebook where you can 
make notes or answer assignments depending on how your 
teacher wants to work.



How we will 
use Teams for 
Lessons

So on Microsoft Teams your teacher will set a live 
lesson (which will be emailed to you, or you can see 
this by going onto the Microsoft Team app) which you 
will then accept, and it will go on your Microsoft 
calendar.

We then run the live lesson which is recorded and then 
placed on the "wall" of the Microsoft Team which 
means those who were unable to attend live can still 
do the lesson. And those who may need a refresh can 
re-watch the video.

Teachers may set assignments through word, OneNote 
or Forms depending on what is appropriate to your 
subject.

During the lesson teachers may ask students to answer 
questions, this can be done via forms, in person 
(speaking with a microphone) or using the chat 
function in the live lesson. Your teachers have been 
informed that it is OK to respond either via talking or 
via the chat function, there is no requirement for you 
to talk, although this is more like a real lesson.



Logging in

There are 3 ways you can access Microsoft 
Teams:
1) Web page - https://teams.microsoft.com

2) Download Microsoft Teams onto your 
desktop - https://products.office.com/en-
gb/microsoft-teams/download 
app#desktopAppDownloadregion

3) Download Microsoft Teams app on your 
phone

https://teams.microsoft.com/
https://products.office.com/en-gb/microsoft-teams/download-app


You must use Google Chrome as Internet Explorer doesn’t work – this can be accessed through the Start menu 
–(Microsoft Edge also works)

Type into Google ‘Microsoft Teams’

Click on ‘Sign in’ with your school email address  (Please make sure that you are not logged anywhere else on the browser 
(Chrome) wih your personal email address as this may stop you signing in with school address)

You can access Teams on laptops at home using your email and password – or using the phones and 
downloading the App. 

To log on you need to know your email address: Firstname.lastname@oasissholing.org

1. Logging on using Web page 

http://oasissholing.org


Click on the Microsoft Teams App on the Desktop

Sign in with your school Email address

Once set up, Teams should boot up automatically when your laptop is switched 
on

To log on you need to know your email address: 
Firstname.lastname@oasissholing.org

2. Logging on using Desktop

http://oasissholing.org


When you first log on the page will look something like this.  On this page is all 
of the Teams (Lessons)  that you belong to.  To see information about the 
lesson you need to double click on the box to enter that Team



3. Joining an online lesson
An email will be sent to you by 
each teacher to join a lesson so 
make sure you check your emails. 
You can also see what time the 
lesson is on the ‘’post’’ section 
within each of your ‘’Teams’’



3. Joining an online lesson - Email
You will be sent an email from 
your teacher via Teams.

It will look something like the 
one on the left.

You will need to accept or 
decline the meeting   

You do not need to email the 
organiser – just toggle this 
button off.

This will put the meeting into 
your calendar so you can view 
it from there.

Microsoft Outlook Calendar 
(accessible from emails or by 
downloading the Microsoft 
calendar app on your phone)



Before the lesson is about to start, 
click on ‘’Join Microsoft Teams’’ 
either from your email link or by 
clicking ‘’join’’ from the post 
section (check last slide)



This screen will show up where 
you will need to turn your 
microphone and camera ‘off’ 
before you click on ‘Join now’’



Your teacher will appear on the 
screen and will be ready to start 
teaching you. Please ensure you 
follow all instructions set by your 
teacher. 



4. Using the Chat
On the meeting 
options in the 
middle of the 
screen you will see 
lots of options.

The chat function –
you can type into 
this to ask 
questions.

Raise the hand 
function – you can 
use to get your 
teachers attention 
to ask a question



5. Viewing all of your lessons on your 
calendar Once you have accepted to attend the lesson via your email it will 

appear in your calendar.  This can be viewed in the teams app or on 
your calendar on your school email account. You can join your lesson 

from here as well

To view your calendars click on calendar button 
within Teams or the calendar icon at the 
bottom of your page in your email



Opening and submitting assignments 



Once the lesson is over, your 
teacher may set you an 
assignment which you can view 
either directly from the ‘posts’ 



Or you can view it directly from 
the ‘’Assignments’’ section for 
each subject area.



Once you have completed the 
work, ‘’Add work’’ and then click 
on ‘’Turn in’’



Your teacher will check the work 
and may give you feedback which 
you can check by selecting 
‘Completed’ and clicking on the 
work you have submitted. 



If you have any feedback, it will 
appear up here! 



Using Class notebook



If your teacher asks you to work in your class note book, click on ‘’Teams’’ during the call



Then select the correct  subject/class 



Finally, click on ‘’Class Notebook’’ where you will see the tasks you need to complete 
during or after the lesson 



Click on the arrow which is the navigation panel



Now find your name and click on ‘Class Notes’ or ‘Handouts’ where you will find the work 
you need to complete


