
This guide is primarily to assist with logging in and using Microsoft Teams. However, by logging into 

Office 365 you have full access to free online versions of Word, Excel, PowerPoint etc. This will 

ensure you can complete any work that requires these programmes, with work being saved to your 

account so it can be accessed from any device by logging in.  

The link is a short useful video to assist with this too: 

https://www.youtube.com/watch?v=aO9LE6ZKnUM&t=119s 

Logging into Office 365  

On an internet browser go to : www.office.com and the ‘sign in’ link. 

  

Sign in with your student email and password provided by the school. Please click work or school 

account if this arises. 

 

 

 

 

 

 

You will be directed to RM Unify (the schools IT provider). Please also sign in here. 

 

 

 

https://www.youtube.com/watch?v=aO9LE6ZKnUM&t=119s
http://www.office.com/


 

Here you can access emails on Outlook, One Drive for all your files and other applications. 

Your screen may be slightly different and have the apps down the left side. 

 

By selecting Teams (you may be asked if you want to stay signed in- click yes). You can either 

get the app (downloading onto a device) or use the web app. Downloading the app will 

mean that it is on your computer/tablet/phone and will reduce the need to sign in as it is on 

the device already (although devices differ here with compatibility). The web version has the 

same features it is just on a web browser and won’t save login details.  

 

When you launch the Teams app or continue to the web browser, you will arrive at your Teams 

dashboard. The centre of your screen will contain white tiles with the ‘teams’ /classes you are in. By 

clicking on one of these you will be taken into that Team area. You will be part of multiple teams, 

organised by subject and class. These have already been set up for you. 

 

 

 

 



On the left hand side there are places to navigate to- ‘Activity’ is where all the notifications are- for 

example when assignments have been set an alert is here. ‘Teams’ is to get to your class teams. 

‘Assignments’ is a quick way to get to any work set (you can also get to your assignments through 

each class team). ‘Calendar’ is where meetings will show up if any online teaching is done.  

 

Within a Team: 

 

You can get back to the overview by clicking ‘All Teams’. Within the Team you can navigate to Files 

which teachers may have shared and assignments which are tasks set to complete and submit.  

Assignments 

You can access your assignments in two ways- either on the left hand side by clicking assignments to 

see all the different assignments set or by clicking into a specific class Team and selecting the 

assignments tab at the top.  



By clicking on assigned and the task you can view this document.  

To add your work, click on ‘Add work’ and add a document you have already worked on or create a 

new one to do your work on. You can press ‘Hand in’ when ready to submit. 

 

To add work: 

 

Make sure your work is attached. Click the hand in button. Your teacher may give feedback. 

 

 

 

 

 

 

Any documents you 

have created through 

Office 365 in 

Word/Excel online will 

save to your One Drive. 



This has been marked and feedback circled in red. You can click on the file to open and work on this 

again and ‘hand in again’ when you are done.  

 

 


