
 

PARENT TEAMS TIPS 

 

  

For these tips to work you must download the Teams App. Otherwise, the features do not work efficiently. 

Follow this link to do so: https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app  

On the next page, there is a Contents page. To access a specific area, use the Ctrl key on your keyboard, hold 

this down and click. This will take you to the exact tip you want to look at. Please use this to directly take you to 

specific sections. This is shown below. Zoom in on the document to see screenshots in greater detail.  

Ctrl.  

and 

click 

This is a new version of the guide – please read the updates. These updates are highlighted in yellow with NEW 

written next to them. Click on these to take you to the recent updates. 

VERSION 2 
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General Teams Understanding 

Making Teams Accessible on your Laptop/Computer 
This is only applicable if you are using a laptop/computer to access Teams. Right click on the icon on your task bar and click ‘pin to 

taskbar’. This will mean that even when you have closed Teams, the shortcut will stay there so you can open it whenever needed. 
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Activity Tab 

The activity tab will show you a chronological ‘feed’ of most recent activity across your Teams. When you click on one of these it will 

show you that notification in full of the activity that has taken place. E.g. I clicked on the ‘assignment mentioned’ notification and it 

now shows me that post. 
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Teams Tab 
The Teams tab will show you all the Teams that you are a part of, this means your year group page. When you click on one of these 

it will show that team with further details to access. 
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NEW Posts from your teacher 
Your teacher will sometimes post messages to the class to signpost them to certain resources, live lessons and pre-recorded 

lessons. You will receive notifications when your teacher does this but you can also see this through the Posts button. To access 

this, click on your year group then click Posts.  

Your teacher may also tag you in a comment to bring your attention to a particular post, if you are struggling to find it. As you can 

see here, Test Pupil has been tagged in a comment about the Maths PPT. This will come up in Test Pupil’s activity. When you click 

on the notification it will directly take you to what the teacher wants to show you. 
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NEW Files Tab – all the resources you need! 
The files tab will be the new location to find all the resources you need for your daily lessons. To access these, select your year 

group Teams page by clicking Teams, then your year group. The year group example for the sake of this guide will be Dodd Class. 

Your team will be named ‘Year…’ with the number of your year. 
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To access the files, simply click on the files tab at the top of Teams. This is shown below. When you click on this please select the 

folder Class Materials.  
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Once you click on this, you will see the folders your teacher has uploaded. Select the appropriate folder depending on the current 

week. Each folder will be labelled with the name of a week, for example ‘Week beginning 18.01’. That means all the learning for the 

week beginning 18.01 will be in this folder. This is shown below.   
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When you click onto this folder you will then see each day of work. The files you need will be uploaded by 4pm the day before the 

learning. Make sure to scroll down to find the full extent of the learning. Each folder is labelled by day and subject to make it clear 

and easy for you to access.  
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If you click into one of these folders, you can now see the resources needed for that lesson.  
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To view a resource, simply click on it to open and it will then give you a view of the document on teams. As shown below. You can 

also print from here by clicking the print button (this is optional). 
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If you would like to edit this document or download it to print, do not click on the document, but instead click the 3 dots next to it 

and click download. As shown below. 
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This will then appear in your downloads folder on your computer, like below.  
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Assignments Tab 
The Assignments tab will show you all the assignments for all of your Teams. If the arrow looks like this > you will need to click the 

heading with the symbol to open it up. I can also click on one of these assignments to further explore. 
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NEW Daily Assignments 
Once you have click on your year group from the Teams tab, click onto the tab at the top of the page that says Assignments. You 

will then be able to see the list of the assignments your teachers have set you. This is shown below.  
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Your child will now be set daily assignments giving an outline of the lessons for the day. Please hand in your child’s work via Teams 

on each daily assignment depending on the day of the work completed. There will no longer be any links on these timetables. 

Instead, teachers will be uploading all you need to the files tab. Keep reading to see how to access this.  
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Working on a Resource on your Device 
If you would like to work on a resource on your device, this is only possible if our resource that we have uploaded is a word 

document. We will not always be able to guarantee this option for all the work we set, but when it is in word document form, you’ll 

be able to edit it. You will only be able to work on a document on your device if you have office, word and/or PowerPoint installed. 

This is not essential as the majority of the work set can be completed simply on paper. To work on a resource on your device, you 

won’t just be able to open the resource, you will need to go a further step and download it. To do this, open the resources as 

normal, so on the next page, you can see that I have the Project Introduction Worksheet open.  
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ON A COMPUTER or LAPTOP: Click ‘File’ 
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Then click, ‘save as’ then ‘download a copy’. This will then be saved in your downloads folder on your computer/laptop. 
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ON AN IPAD/IPHONE or TABLET or ANDROID or ANY OTHER SMART PHONE:  

You will need to click on the ‘editing’ button, or something similar to that wording, next to the ‘help’ button. Then click ‘Open in 

App’ To open this in the app, you will need to have the free Word app installed on your device. Please click here to download this 

for Apple product and click here to download this for Android/any other smart product. You can also just simply search for ‘Word’ 

or ‘PowerPoint’ in the app 

store on your device.  

  

https://apps.apple.com/gb/app/microsoft-word/id586447913
https://play.google.com/store/apps/details?id=com.microsoft.office.word&hl=en_GB&gl=US
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‘Handing in’ work on the Assignment Feature. 
To turn in work on Teams, go onto the assignment that you’d like to hand in work for. Then in the top right hand corner, there is a 

button that says ‘Add Work’. Here you can click this and upload any pieces of work that you have completed. This can be pictures of 

written work, word documents, pdfs, the lot! If you cannot do this, you may continue to email work to your teacher. 
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This pop-up will then appear, you will most likely want to upload work by clicking ‘upload from this device’. 
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 You will now be able to select the piece of work you would like to Hand In. You can see here that you are able to select more than 

one document and that one is a word document and one is an image. Then click ‘Open’. 
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Next, click ‘done’. 
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Now you can click ‘hand in’. If at any point you want to add more work, or deleted work you uploaded, you simple go back to this 

page again and click ‘undo hand in’. The teacher will then be able to see your work that you have uploaded and even give you some 

feedback! To see what feedback the teacher has left you, simply go to the assignments page, as you are on now and it will appear 

on this page. 
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Calendar Tab 
The Calendar tab will allow you to view any meetings (lessons, sessions – all the same lingo!). The red circle I have drawn shows a 

thin black lined rectangle which shows you where you are in current time on the timetable, so when taking this screenshot, it was 

1:53pm on Wednesday 6th January. The purple circle that I have drawn shows a meeting that is currently taking place that I can 

‘Join’.  
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Teams Call Features 

General Layout and Understanding Icons  

Chat 
The conversation 

during the live lesson. 

Your Video  
on and off 

Your Microphone  
on and off 

Leave 
Leave the call Length of 

Meeting so far 

When you click on this icon, 

you can leave the meeting. 

OFF 

Raise Hand 
The children can raise 

their virtual hand. 

The teacher will be able 

to see if you have 

raised your hand. 
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More Options  
Video View and Full Screen  

 

Gallery – 4 people on the main screen 

 

Large Gallery – up to 49 people on the main screen, this will only be an option if you have 11 people 

or more 

 

 

 

Together Mode – up to 49 people on the main screen in a ‘cinema setting’ 

 

 

 

 

Full Screen – I would avoid using this as it makes things trickier. If you go into full screen mode, to get out of it you simply go to the 

… symbol then click ‘Exit Full Screen’. 

 
There will be other option on this button. However, you do not need to use these other features. 

  

More Options 
Further settings 
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NEW Live Lessons 
To join a live lesson, click onto the Calendar tab along the left hand side of your app. Then click join on a lesson. This will either look 

like the blue or red box.  
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When joining a live lesson, you will be put into a waiting room until your teacher lets you in. They will let you in at the start time of 

your lesson. This will look something like this: 
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Resolving Problems 

General Tips to Solve Problems 
If you are struggling to open a resource and get an error message of some sorts, there could be a number of reasons:  

 

Firstly, please check the following: 

 

 

1) That you have downloaded the Teams app. You can do this on a tablet, iPad, iPhone, Android, any smartphone, laptop, 

computer. Downloading the application allows everything to work in an efficient and smooth way! 

https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app 

You can even connect to Microsoft Teams via XBOX by using the Microsoft Edge browser! 

 

 

2) That you are signed into the correct child’s account (For example; if you have a child in year 2 and year 4, you need to make 

sure you are logged into the account that you want to access the timetable of) 

https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app
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3) Teams should automatically update, but if something seems to not be working it is worth giving Teams a nudge to update 

itself… you can do this by click on your ‘profile’ in the top right hand corner (circle in the image below), then clicking ‘check 

for updates’. A notification will pop-up at the top of your Teams like so: 

 

It may ask you to close Teams to help updates reset. Please say ‘Yes’ or ‘ok´ to this. It may also do nothing, which is fine. 
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4) Another resolution can be completely closing Teams. Even after clicking the X symbol in the corner, Teams remains open (so 

that you can still receive notifications). So, to completely close Teams: 

 

ON A COMPUTER or LAPTOP: Right click on the symbol/icon/picture of teams on your task bar, then click quit. 

  



35 | P a g e  

 

ON A TABLET or IPAD/IPHONE: Open the app manager then close Teams completely.  

On an iPad or iPhone, double click the home button and slide your apps up to close them. 

On a tablet or android phone or any other smart phone, hold the "Home" button on the tablet until the "Task Manager" app 

appears on the screen. Or you may need to swipe up from the bottom, hold, then let go. Then swipe up on the app. 

You can now reopen Teams.  

 

5) You may need to restart your device to give it a refresh.  

 

Please use the above steps to help resolve any issues that occur.  

 

 


