
Microsoft Teams FAQs 

1. How do I access Microsoft Teams? 

There are two main options – using the App or via an internet browser. The App offers much better 

functionality and is easily downloaded onto any PC or Mac as well as being available on many smart phone 

and tablet devices via the relevant app store. If you are unable to install the App, then simply head to 

https://teams.microsoft.com in your internet browser (this is also possible on Xbox or PlayStation devices via their 

inbuilt internet browsers if you don’t have access to another suitable device). 

2. How do I log in? 

Use your school email log in credentials. If you have any difficulties with logging in, for example if you’ve 

forgotten your password, please contact Phillip.long@utcn.org.uk remembering to include your name, 

username and full information about the issue. 

3. Where is everything? 

The ‘Activity’ tab acts in much the same way as a social media timeline and let’s you know if you have been 

mentioned or tagged in any posts as well as new chat messages: 

 

The ‘Assignments’ tab will show you an overview of the assignments you have been set by your teachers across 

all of your subjects: 

 

https://teams.microsoft.com/
mailto:Phillip.long@utcn.org.uk


The ‘Files’ tab gives you access to your cloud storage within Teams where you can store your work and access 

it from any suitable device: 

 

4. How do I access my classes? 

 

Each class is based within its own ‘Team’. You’ll find the Teams which you have access to in the ‘Teams’ tab. 

Simply click on the relevant Team to access all of the class information. 

 
 

Each Team has its own space and may be split into different ‘Channels’ depending on the subject. The ‘Posts’ 

tab will hold most of the ongoing posts relating to that subject: 



 
 

There is a ‘Files’ tab for all documents relevant to this class. You may be asked to upload your work here at 

the end of a lesson by clicking the  button: 

 
 

Clicking the ‘Assignments’ tab will show you any work which has been set for this subject: 



 
 

The ‘Grades’ tab will show you any work which has been completed previously including any grades or points 

from quizzes: 

  
 

Finally, your teacher may ask you to write your work or notes in a ‘Class Notebook’: 



 
 

Clicking the ‘Navigation Pane’ button will open your class notebook which works in a similar way to an 

exercise book in class. There is a space for collaboration between all students in the class, a ‘Content Library’ 

where your teacher may upload handouts or reading materials, and a section which is personal to you and can 

only be viewed by you and your teacher: 

 
 

You can also use the search function to search through the contents of your class notebook by clicking the 

magnifying glass icon: 



 

 

 

5. How do I access virtual lessons? 

Each virtual lesson, following your normal school timetable, will be held as a video meeting hosted by your 

subject teacher. You will be able to see these scheduled video meetings in either the relevant class Team in 

the ‘General’ tab or in your calendar. Click ‘join’ to enter the meeting. 

 



 

6. Joining a video meeting 

When you join a video meeting, you will be asked to check your devices. You’ll be able to check what your 

webcam shows in a preview box and switch your audio and video on and off. We recommend switching your 

microphone off when joining a meeting and then switching it on only when necessary. We strongly 

recommend using your video to ensure you are able to engage with the lesson in as similar a manner as you 

usually would. 

 

7. What if I don’t want people to see everything else in the room? 

If you’re using the Microsoft Teams App on a laptop or PC, you will be able to blur your background or use a 

background which will work much like a green screen and cover everything in the background whilst still 

allowing you and your face to be seen. This is unfortunately not possible when accessing Teams via an internet 

browser. Please ensure any backgrounds you select are appropriate and not distracting. 



 

8. How do I communicate with my teacher during the lesson? 

This will depend on how your teacher is managing the lesson. You can either raise your hand virtually to let 

your teacher know you have a question and they can then invite you to speak via your microphone. 

Alternatively, you can use the chat function within the video meeting. It is always preferable to communicate 

using the video and audio functions rather than chat as it allows a more fluid discussion and your teacher may 

struggle to answer questions properly in the chat as well as the difficulties in responding to large numbers of 

queries. 

 

9. How do I access my work/homework? 

Your teachers will set most of your work as ‘Assignments’ within Teams. These can be seen in lots of places. 

They may be shown in the posts tab of your class when they are set: 



 

Or you can click the ‘Assignment’ tab in the class Team to see all of the assignments for that class: 

 

Your ‘Assignments’ tab on the left hand menu bar will show all of your assignments across all of your classes: 



 

Opening an assignment will show you the instructions your teacher has given, as well as any documents they 

have uploaded which you may need. It also shows when the assignment is due by. You can upload your 

completed work by clicking the  button and uploading a file. And once you’ve uploaded your 

work, you can then click the  button to alert your teacher that it’s ready to be assessed: 

 

It is very important to keep an eye on your chat feed as this is where you will receive notification that a teacher 

has returned an assignment to you after assessment. You can then click through to the assignment to see what 

feedback they have given: 



 

After your teacher has assessed your work, you’ll be able to see any feedback they have given and have the 

opportunity to upload your work again and  once you’ve completed any necessary improvements 

or editing: 

 

Your assignment may also contain a quiz set by your teacher and you’ll be able to see your results after you’ve 

completed it: 



 

 

10. How do I contact my teachers? 

If you have any questions outside of a lesson, you can contact your teachers using the ‘Chat’ feature in Teams. 

Simply start typing your teachers name in the box and select from the options presented to you. 

Please note, pressing ‘Enter’ will send the chat. If you want to start a new line of text, press ‘Shift + Enter’ 

 


