
Microsoft Teams
via the iPad App - students.

You are to follow your timetable as though you are in 
school – this includes Form time. Your video lessons 

will show on the ‘Calendar’ section in Teams.
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Teams – How to Login
Download Teams app from the App store.

To log onto Teams it is your school email address and your 
password.

You MUST use WIFI for Teams as it is not included in some mobile providers 
unlimited data plans therefore you would be charged a lot on your phone bill.

If you have problems logging on while at home then email lwoodall@st-
matthias.com.

mailto:lwoodall@st-matthias.com


When the app opens 
you will be on the 
‘Activity’ page.
To ask for help 
you need to email 
your class teacher –
remember that staff
email addresses are 
on our website.



Select a ‘Team’ (class) and press General.

Here you will see any 
assignments for you 
to complete and any 

recordings of 
lessons.



Video lessons.
You will find your scheduled online lessons  by selecting ‘Calendar’ 

and click join at the correct time.

On a phone you might need to 
select ‘More’ to select ‘Calendar’.



You will also 
see the 
scheduled 
lesson in 
‘Posts’ in 
the  ‘Teams’ 
section.



Video lesson.

Your camera 
has been 
disabled but 
make sure your 
microphone is 
off until your 
teacher asks 
you a question 
or to turn it on.



Video lesson.
To reply to the teacher turn the microphone 
on – remember to turn it off once finished.



If you want to 
ask a question 

– raise your 
hand. On a phone you might need to 

press the three dots   …



A copy of 
the 
recorded 
lesson will 
appear in 
‘Posts’ in 
the  ‘Teams’ 
section.



If you can’t see the recording then click where it says replies and it 
will show.



Under ‘Assignments’ you will find any 
work that your teacher has set you. 

On a mobile you need to 
select ‘More’.



Click the document. 



To type on the 
document click 
the icon and it 

will open 
in the right 

program. It will 
automatically 

save your work.



When working on Teams you need to download Word and PowerPoint onto your device 
(even your phone if that’s what you’re using). When you open a document and press the                 
icon to edit the document it will ask you to download the app if you don’t have it on your 
device – you need to do this.



Sometimes 
you will 
need to 

add 
documents 

so to do 
this select 
‘Add work’.



Select where 
the 

document is 
saved.

Through 
school you 
have 1TB of 
storage on 

OneDrive so 
save work 

there.



You can 
add work 
from your 
device.



When you 
have 
uploaded 
or finished 
your work 
you must 
click ‘Hand 
in’ so your 
teacher can 
see it. Your 
teacher can 
then give 
you 
feedback 
on your 
work.



If your 
teacher has 
given you 
feedback 

then it will 
show in the 

‘assignments’ 
section.



Your 
teacher 
might 
upload 
documents 
in the 
‘Files’ 
section of 
the Team.


