1. Type login Microsoft into your search bar, or www.login.microsoftonline.com
a. If you are having trouble logging in, please send an email to ictsupport@rmgs.org.uk
and give the child’s name, class and date of birth.

2. From the home screen, select teams.

3. Then select the year group that you belong to.

4. From the side menu, select assignments.

5. Then select, “the class/year group” and then Next.

6. From here you can see all the assignments that have been set. These are set by subject and each
assignment has a number starting from 1. Select the Subject that you need to complete and the
relevant assignment number that you are on. Complete these in numerical order regardless of
the due date. All assignments can be handed in late regardless of the due date. We want
students to work through the work as best they can.

7. When you have clicked on an assignment, you can view the “reference materials” by clicking on
it. This might be something to read, a power point, a video or something else. You will be given a
task to complete and you should click on the documents under “My Work” to complete your
work.

8. This will open in a new tab across the top. You have to click the “Edit Work” button.

9. It will give you two options. It is better if you can to select the “edit” option, not open in
desktop. (NB if you do open it in desk top – when you have completed the work you will have to
save it to your computer and upload it back to teams on the assignments page. There is an
option to upload docs.)
10. When you have finished editing it will save automatically and you can simply click the cross on
the tab at the top to close. Then press “turn in” in the normal way on the assignments page.

Another way to edit work.

11. When you have opened the assignment and found the student work. Instead of clicking on the
work click on the 3 dots

12. A pop up menu will appear. Select “open in word online.”

13. It will open as another tab in your browser. You can also open resources this way and then
switch between the tabs. You can edit the student work on line.

14. When you have finished editing it will save automatically and you can simply click the cross on
the tab at the top to close. Then press “turn in” in the normal way on the assignments page.

15. You can also choose - select download or open in word, but you will then need to save to your
computer and upload your work to the assignment page using the “add work” function once
finished see below.

You can also upload another file, e.g a photograph of working out or something else that you have
done towards his assignment, by using the “add work” function.

16. If you are editing your work live, your teacher can see the work that you are doing as you do it.
When you feel that you have finished your work (and uploaded it if you needed to) you can
hand your work in for feedback and marking by clicking the “hand in button.” Teachers will
create review sessions based upon the sample of work that they view, as happens currently in
the feedback policy in school. NB, if you click “hand in” by accident you can click the same
button again to “unhand it” in and re-edit it.

If you have any questions about the assignment, you can ask these at the end of the live lessons or
you can click on the chat section and start a new conversation. Type @ and the last name of the
teacher, that you want to ask, e.g @purser.
17. Select his name when it appears and type your question e.g – “Please could you help me with
writing assignment 7. I don’t understand the part about…”

