
Student Guide
How to access your 

lessons outside of the 
classroom. 



Remote Learning 
• If you are unable to attend school your lessons will be saved on 

Microsoft Teams (Not FoldR). 

• This is an online platform that you can access easily from any 
device. 

• If learning from home you must follow your usual school timetable
to access your classes and complete your lessons.

• This presentation will show you how to do this. 

• If an entire bubble or year group is learning from home, some of 
your lessons will be live. This presentation will show you how to 
access them. 



1. What is Microsoft Teams?

2. How to find Teams?

3. How to find Teams from a  PC or Mac?
4. How to find Teams on a mobile device?
5. Using Teams – PC App or internet
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8. Joining a Live Lesson - iPad

9. Help

By the end of this session you be able to 
answer: 



What is Microsoft Teams?

• Microsoft Teams is a platform on which you 
can access lessons from home. 

• Live lessons can also be hosted by your 
class teachers and you can access a lesson 
from within Teams so that you do not miss 
out.

1. What is Microsoft Teams?



Microsoft Teams has many features:

• Teams and channels. Teams are made up of channels, which are conversation boards 
between teammates.

• A chat function.

• Work storage.

• Online video calling and screen sharing.

• Online lessons (through the meetings function)



How to find Teams?

Teams can be used in 
many ways:
• PC – through the web 

browser
• PC – Through the 

Windows App (might 
need to download 
this).

• iPad – App available 
on the App store

• Phone – Available on 
your devices App 
store.

• Mac – Available on the 
App store. • Teams works in a very similar way to all devices.

• This means using it is very easy and straightforward to 
follow. 

2. How to find Teams?



How to find Teams from 
a  PC or Mac?

Log in to www.office.com
using your school email 
address and password.

Follow the steps on the 
next slides for this.

3. How to find Teams from a  PC or Mac?

http://www.office.com/


How to find Teams from 
a  PC or Mac?

You should be taken page 
which is the latest version 
of www.office.com

Click the Teams tab 
shown here.

http://www.office.com/


If the App is not 
downloaded then this 
page should appear.

Click “Get the 
Windows app” to 
download the app.

You can sue it 
through the web 
browser by just 
clicking “Use the web 
app instead” but it 
might not have the 
same functionality.



If you have chosen to 
download the app then 
the App will start to 
download, this should 
just take a couple of 
minutes.

You can see the 
progress in the bottom 
bar.



When it has finished 
downloading press the 
arrow icon shown here 
and then “Open”.

You will then be 
prompted to sign in 
with your Bishop 
Young Academy email 
account.



4. How to find Teams on a mobile device?
On your mobile device 
(phone or tablet) 
search on your App 
store for Microsoft 
Teams.
Once you have 
downloaded the App 
you will need to sign in 
with your school email 
address and password.



If you are using your 
Phone to access Teams 
then setting a page for 
school apps might be 
useful.



When you have logged 
into Teams you will see 
a list of any Teams that 
you have been added 
to.

To join a lesson that 
has been set press the 
general tab. 



If you have already 
added upcoming live 
lessons to you calendar 
then you can press the 
more icon and then 
open the calendar tab.



The calendar tab will 
show any forthcoming 
live lessons you have 
this week.
You can open the 
lesson details to see if 
you teacher has left 
any notes about any 
resources you might 
need to have ready.



The details tab will 
show any information 
your teacher might 
have set, you can 
always ask questions 
by typing them in the 
chat tab.
To join the live lesson 
press “Join”.



Please make sure that 
you have your Video 
and Mic turned to off.
When you have done 
this you can then join 
the Live Lesson by 
pressing “Join now”.



Using Teams

Whether you are using 
the PC App or internet 
version the page will 
look the same.

The classes you have 
been added to will 
appear on this page.

You can access live 
lessons for each 
subject by going in to 
your Teams.

5. Using Teams – PC App or internet



1. Posts
Posts are for general 
information.

Your class teacher will 
share the dates of any 
live lessons you might 
have coming up.

6. Tabs in Teams



2. Files 
Files are for accessing 
class notes, your teacher 
might upload material 
here for you to access.



3. Assignments:
This area can be used by 
your teacher for setting 
work.



Join a Live Lesson:
You can do this in two 
different ways.

Open the Class that you 
are expecting a lesson 
for (based on your 
timetable)  

Make sure you are on 
the Posts tab.
You should see all the 
live lessons that your 
teacher for this subject 
has set for you.
Click on a lesson to 
expand the details about 
it.

7. Joining a Live Lesson - PC



Join a Live Lesson:
When you have clicked 
on the lesson you should 
see this page.
If your teacher has set 
multiple live lessons for 
future dates you will find 
it useful to add your 
lessons to the calendar.

If you are clicking the link 
to join a lesson then 
simply press join.



Join a Live Lesson:
When you have clicked 
join make sure your 
video and microphone 
are set to off.
When you are ready to 
join click “Join now”



Join a Live Lesson:
If you have had a 
number of lessons set by 
your teachers and have 
added these to your 
calendar for the day then 
you will see your lessons 
for the day in your 
calendar tab.



8. Joining a Live Lesson - iPad
Download the Teams 
App from the App store.

Sign in using your school 
email address and 
password.

When you open the App 
you should see the list of 
Teams that your teachers 
have assigned you to.



If you click on the 
General tab for your 
subject then you will see 
the Post tab has any 
planned Live Lessons 
listed here. 

To access a Live Lesson 
then press the lesson to 
open further details.



You will first be directed 
to the Chat tab for the 
lesson, in here you can 
ask questions about the 
content being covered by 
your teacher. 



The details tab will open 
up any information that 
the teacher might have 
asked asked of you. 
When you are ready to 
join the live lesson press 
“Join”.



Please make sure that 
you have your video 
and mic turned to off.
When you have done 
this you can then join 
the Live Lesson by 
pressing “Join now”.



The calendar tab will 
show any forthcoming 
live lessons you have 
this week.
You can open the 
lesson details to see if 
you teacher has left 
any notes about any 
resources you might 
need to have ready.



When you are in the 
live lesson you might 
find these tips helpful 
to know.
If you have a question 
during the lesson then 
you can open the 
lesson chat function



Questions can be 
asked during the 
lesson and your 
teacher can respond to 
help you out.



At then end of the 
lesson you can ‘hang 
up.’
Any questions asked 
during the chat will be 
saved in the general 
tab of the Team you 
had the lesson with.



Teams has a help tab 
you can click on if 
you require any 
more assistance 
with how to use it.
To find this it should 
be on the left hand 
column shown here.

9. Help


