Balwearie High School
Microsoft Teams Guide



MICROSOFT TEAMS APP
SUPPORT FOR PARENTS

The following tutorial is aimed to help support parents in accessing
and using Microsoft Teams using a smartphone.

Microsoft Teams is like a digital classroom — teachers can set
assignments for pupils and share files, and classes mates can
communicate with each other safely and securely.

You can access Teams through your child’s GLOW account. You will
need their full username and password.

The best way to access Teams on a smartphone is to download the
Microsoft Teams App. It is free for all Apple, Android and Huawei
operating systems. Download the app now and then see step 1 of
this tutorial.

The main advantage of using the App is that once you have logged
in, it will stay logged in meaning you won’t need to keep entering
login details every time you want to access Teams. Also, you can
choose to turn on notifications so when the classroom teacher
posts important information or an assignment, you will be notified
through your smartphone.



Step 1 - Username

When you open the App for the first time, you will see a login 10:57 9 wiwn
screen that will look something like the one shown below. <

To login, you will need to use your child’s full GLOW username
(i.e. gwl19smithjohn@glow.sch.uk) — enter it into the grey box Q‘S
and then click Sign in.

NOTE: it is important to add the @glow.sch.uk to the username,
otherwise you will not be able to login.

Sign in using your work or school account.

Username, email or phone

Get help with signing in




Step 2 - Password

You will be taken to the Glow login page now.

The username should automatically be entered into the first box
for you.

Enter your child’s password into the second box.
NOTE: If your child does not know or forgets their password,

contact the school for support. Alternatively, you can select
“forgotten your password”.
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Step 3 — The Teams interface

The Teams app is broken into two main areas — the canvas and
the toolbars.

The toolbar (in red) at the bottom is where to look first. There

are five icons that will take you to a different feature of the App.

“Activity” will show you a list of all the posts, assignments and
other notifications from the Team.

“Chat” is a feature that is disabled for pupils to help protect
privacy. Only teachers have access to this feature.

“Teams” is the page we are on now in this example. It shows all
the Teams your child is a member of.

“Assignments” are set up by teachers. Here you will find new
assignments to complete, as well as a history of one that have
already been submitted.
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Step 4 — The Teams interface

In the “Teams” area of the App, your child’s Team should appear

similar to the example shown. Tapping it will reveal more
options. Now tap “General”.
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Step 4 — The Team

This is the Team main page. Here you will find posts from all
users in the Team, including the teacher.

In the “files” tab you will be able to see all the resources the
teacher has shared.

Tapping “more” will reveal additional features for the Team —

including how to access assignments. Tap more from the toolbar.
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You &3 ooe
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Hi all S3 Engineering Science (Mr Giove), New
assignments have been added today. Due tomorrow
please. Let me know if you need any support.

<« Reply
Jake Sandilands
27 Apr, 12:20

ok

<’ Reply

B Michael Eynon
27 Apr, 12:43

For the assignment on the gear generator, | scaled it

down by 2:1 because it was to big to take a picture of.
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Step 4 — Assignments

Accessing Assignments

This is where Teachers might post assignments (tasks) for pupils
to complete.

Upcoming assignments will show in order of when they're due.
Select any assignment card to open it and view the assignment’s
details.

Select the Turn in button to turn in an assignment before its
deadline.

The teacher can now see your child’s work and provide feedback.

The assignments page will keep all historical assignments so you
can go back and have a look at what your child has (or hasn’t)
submitted previously.

Upcoming -«

Reading Reflection #8

Shakespeare Sonnet Annotation

Chapters 14-18 Review

My Sonnet

World Voices Essay #1 Outline
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Step 5 — Assignments

Submitting Assignments

This is where Teachers might post assignments (tasks) for pupils
to complete.

Upcoming assignments will show in order of when they're due.
Select any assignment card to open it and view the assignment’s
details.

You can attach files to an assignment. This is probably something
that your child will need to do so that their teacher can see what
they’ve been working on. Since you’re using a smartphone, you
can take photos of your child’s work and attach them to an
assignment — this is probably the easiest way to capture your
child’s work.

Once you have attached all the necessary photos, select the Turn
in button to turn in an assignment before its deadline.

The teacher can now see your child’s work and provide feedback.
The assignments page will keep all historical assignments so you
can go back and have a look at what your child has (or hasn’t)

submitted previously.

NOTE: You can attach up to a total of 50MB to an assignment.



