Live Lessons on Microsoft Teams: ‘How To’ Guide
Below is a step-by-step guide for how to access and use Microsoft Teams to join lessons from
home.
1. How to login
On any web browser (e.g. Internet Explorer, Google Chrome, Safari etc.), go to
www.office.com

Click ‘Sign in’ and use your school email address.
Example: Hannah Baker is in year 7, so her email address is
2024h.baker@arkputneyacademy.org
The password is set by the student, although parents may want to keep a record of this.
Once you sign in, you will get the page below. Click on the ‘Teams’ icon.

Your Teams account will now load up in a new a window on your internet browser. You can
access everything you need from here by clicking ‘Use the web app instead’.
2. How to join the ‘live’ lesson
Click on the calendar icon, look at the correct day and time to find the lesson you are about
to join and click ‘Join’.

A new screen will appear where you will have options to select from before joining the ‘live’
lesson. You must click camera ‘on’, microphone ‘off’, as well as clicking on ‘background
filters’ to ‘blur’ your background so no-one can see your home. Once you are happy with your
setup, click the blue ‘Join now’ button.
NB: If you do not have a microphone or speakers on your device, you can click ‘phone audio’,
enter your mobile number and access the sound through your phone. Make sure you click the
mute button on your phone so your microphone is off though!

Once you’ve clicked ‘Join now’, you will be taken to this page until your teacher admits you
into the ‘live’ lesson.

3. How to engage with learning in the ‘live’ lesson
Once in the ‘live’ lesson, you will be greeted by your teacher and have a chance to say hello to
all your friends then there will be a DIN task for you to complete.

This is your chance to start a document that you will use to complete your work for the
lesson. Your teacher may have this already setup for you, or you may want to use pen and
paper. If you want an online document, go back to the ‘office.com’ tab and click on the app
you need (usually Word).

A new screen will appear where you should click ‘New Blank Document’.

Once the document opens, make sure you click on the word ‘Document’ in the blue bar at the
top and save it with a clear title e.g. the date of the lesson and the subject.

Once saved, you can write in your date and title then complete the DIN, as well as any other
tasks your teacher sets you during the ‘live’ lesson. Everything will save automatically so you
can close the tab once you are done.

During the ‘live’ lesson, there are a few ways you can communicate with your teacher. One of
them is through the chat function. Click on the speech bubble icon to open this up then type
in the ‘Reply’ box when you need to.

The second way is through the hands up function. Click on the hand icon to show your
teacher you have a question or a contribution. Make sure you click ‘lower your hand’ once
you’ve been spoken to!

The third way is through your microphone but only if your teacher specifically allows you to
do this. You will need to click the microphone icon to speak and make sure you mute it
afterwards.

4. How to leave then hand-in your ‘live’ lesson work
5 minutes before the end of the ‘live’ lesson, you need to leave by clicking the red telephone
icon.

You will then need to use the ‘assignments’ tab on Teams to hand in the work you have
competed during your ‘live’ lesson. Click the ‘Assignments’ icon down the left-hand side and
find the one set for this ‘live’ lesson.

Click on the assignment and then click ‘Add Work’.

Here, a window will appear and you will be able to see the document you have saved for the
lesson under the ‘One Drive’ section.

Select the document you used to complete the work for that ‘live’ lesson then click ‘Attach’

The final, most important button to press is ‘Hand in’. You’ll know you’ve done this right
because a fun animation will show on your screen. But, don’t worry, there is always the
option to ‘Undo Hand-in’ if you realise you need to add more to your work.

Extra feature!
NB: if you press the ‘book’ icon at any point whilst viewing and completing
your assignments, the programme will read the instructions to you, or you can
enlarge the font or change the colour.

5. How to join a Teams lesson on a phone or tablet
Firstly, you will need to download the app. It is available for free on the App Store (iphone
and ipads) or Google Play Store (Android devices). Search for ‘Teams’, look for the purple
icon and download.
Once it is downloaded, open the app and sign in using your Ark Putney Academy account.
Example: Hannah Baker is in year 7, so her email address is
2024h.baker@arkputneyacademy.org
The password is set by the student, although parents may want to keep a record of this.

Click on the calendar icon, look at the correct day and time to find the lesson you are about
to join and click ‘Join’

A new screen will appear where you will have options to select from before joining the ‘live’
lesson. You must click camera ‘on’, microphone ‘off’. Once you are happy with your setup,
click the blue ‘Join now’ button.

Once you’ve clicked ‘Join now’, you will wait until your teacher admits you into the ‘live’
lesson. As soon as you’re in, you need to click on the three dots at the bottom of the screen
and then ‘Blur my background’ so no-one can see your home.

Once in the ‘live’ lesson, there will be a DIN task for you to complete in silence for the first 5
minutes. This is your chance to start a document in your exercise book or on paper that you
will use to complete your work for the lesson.

During the ‘live’ lesson, there are a few ways you can communicate with your teacher. One of
them is through the chat function. Tap on your phone or tablet screen and click on the
speech bubble icon to open this up then type in the ‘Reply’ box when you need to.

The second way is through the hands up function. Click on the three dots at the bottom of the
screen then click ‘Raise my hand’ to show your teacher you have a question or a contribution.
Make sure you click ‘lower your hand’ once you’ve been spoken to!

The third way is through your microphone but only if your teacher specifically allows you to
do this. You will need to click the microphone icon to speak and make sure you mute it
afterwards.

5 minutes before the end of the ‘live’ lesson, you need to leave by clicking the red telephone
icon.

You will then need to use the ‘assignments’ tab on Teams to hand in the work you have
competed in your book/on paper during your ‘live’ lesson. Please follow these steps:

