
How to access and use Teams



How to access and use Teams

• Teams is to be used if you are self isolating, 
but well, at home or if your class bubble 
closes.

• Regular home learning tasks are also being 
posted on Teams. Please see the last slide 
of this powerpoint to guide you to it. 



1. Google ‘Teams’. Click the top hit.



2. Click ‘sign in’.



3. Type your email log in given to you by school.
e.g. 19nameL@ccprimary.greenwich.sch.uk
Then click ‘next’.

mailto:19nameL@ccprimary.greenwich.sch.uk


4. Enter your password given to you by the school.



5. Change your password – make sure you remember it and
write it down as the school will have no record of the
password or access to it.



6. If this window appears, click ‘Use the web app instead’



7. You are now on Teams. 
Click ‘Assignments’ to see your learning tasks.



8. You are now on Teams. 
Select an assignment to complete.



9. Follow the instructions.
There may be a document attached….



10. There is no expectation to print. You can work on 
blank paper, complete using office online (which 
automatically saves your learning) or print.



10. Click ‘Add work’ to upload your learning or photo of 
your learning.  Then click ‘Hand in’ to submit your 
learning to your teacher.



10. If you have a question about a task, you can ask it by 
clicking on ‘posts’ and typing your question.



10. If you are looking for regular home learning tasks –
IXL Maths and Spellings, click ‘files’ and look for the 
relevant folder.


