
A Guide for Children and Parents

Microsoft Teams



On the computer, you can click the Download Desktop App in the bottom left of your 
screen. You might need an adult to help you with this, but it is safe to download and 
install.

Log into your Office 365 account and click on the ‘Waffle’
You will see all the apps available to you. Click on Teams.

After logging in you’ll see a Teams window.

Please note: Teams works better in the App on your computer. If you are using a Tablet, you will need to download the Microsoft 
Teams app from either the Apple Store or Android store.

Accessing Teams



When you open up the 
Teams app, insert your 
email address here and 
press Sign in

Your password is the same password used to
log into a computer at school.

If you have forgotten this, please ask a parent to email me on
rmurdoch@Cargilfield.com

Now Press Sign in

Signing in to Teams



The Teams Dashboard

This is you.  The colour of the dot indicates if you are online or not.  Click on this to see what you can 
do. It automatically turns red if you are in a Team meeting.

Your teams that you are in will appear 
here. You can drag these around to arrange 
them how you wish.

You should already be added to 
teams by your teachers. If you 
think you should be in one and 
are not, please email 
rmurdoch@Cargilfield.com.
Children are not to create 
teams.

Your notifications will 
appear here

The Chat function for 
children has been 
disabled. To contact a 
teacher, please email 
them.

This button will display 
your Teams.

You can find any 
assignments that have 
been set by your 
teachers here

The Calendar will 
display any meetings 
you have. You can add 
your timetable to it.

Ignore the Calls button

Your files are all stored here. Some will be 
in Teams folders but you can also access 
your OneDrive from here.

This is the settings 
button where you 
can switch view 
and alter the way 
your windows 
look.



Have a look at the Settings and 
choose your Theme and 
Layout.

Have a look around in settings 
and make sure you have things 
set up the way you 
want. Don’t change anything 
you aren’t sure of and you can 
always ask an adult to help.

Languages may need to be 
changed to English United 
Kingdom. Scroll down to look 
at this.

Settings



The Teams – The General Channel - Posts

Information about who has 
been added to your Team is 
posted here

When you click on 
at Team this is how 
the window will 
look.

Channels
There may be more 
channels added by 
your teacher. These 
might be for different 
topics or lessons in a 
week by week plan.

Get back to your Teams here

When you open your Team, Posts is the default page

Your conversations between 
you and your teacher 
appear here. Everyone in 
the Team will see what you 
post.

Have a look at these 
buttons down 
here. Some might be 
missing as we tend to 
disable GIFs!



The Teams – The General Channel - Files

When you click on 
at Team and press 
Files this is how the 
window will look.

Channels
There may be more 
channels added by 
your teacher. These 
might be for different 
topics or lessons in a 
week by week plan.

Get back to your Teams here All your Files to do with this Team will go 
here. These might be handouts that your 
Teacher adds but you can add Files in 
here too.

The Class Materials are 
files which are Read-
Only. That means you 
cannot delete them or 
change anything in them.



The Teams – The General Channel – Class Notebook

When you click on at 
Team and press Class 
Notebook this is how 
the window will look.

Channels
There may be more 
channels added by 
your teacher. These 
might be for different 
topics or lessons in a 
week by week plan.

Get back to your Teams here Class Notebook is linked to OneNote. See 
the OneNote Guide for more information 
on this

Clicking here opens up 
your Class Notebook for 
this Team



When a teacher schedules a 
live meeting, you’ll get an 
email like this.

It would help the teacher if you 
could RSVP to the meeting.

Meetings

When it is time, you click the 
link to join the meeting.



Meeting Rules

Rules for audio/video meetings
• You should turn off your microphone unless you are talking. It will make 

the experience better for everyone this way.

• Do not attempt to mute other people in the meeting

• Please note that video lessons could be recorded.

Please follow the Responsible Use Agreement (on the school Website) for information about 
general conduct and behaviour during online learning.

https://www.cargilfield.com/cms/resources/ict-responsible-use-agreement-upper-school-pupil-august-2019rm.pdf


Preparing for your Meeting

Turn your video
on and off

Turn your mic
on and off

When you are 
ready, click Join 
now



Share your screen by pressing on this 
button to demonstrate work – only if a 
teacher has requested this

During the Meeting

This will open up the chat with the 
participants in the group and will 
appear on the right hand side.

End the call by pressing here

Some might find that they 
can blur their background by 
going to this menu here. It is 
dependent on the kind of 
computer you are using so 
don’t worry if you don’t have 
this function.

Mute/Unmute your 
microphone or toggle your 
camera on and off

At the moment, Teams only shows 9 people at any one time. When someone speaks, 
the microphone will pick this up and your camera will be active on the screen. It can 
be difficult to tell if your screen is active or not so assume you are always active!

This button shows you who else is 
on the call.



After the Meeting

After the meeting has finished, it is available to view 
in the Team chat which means that anyone who 
missed the lessons can view it again at another time


