
 

 

 

St Mary’s Children’s Guide to using Microsoft Teams 

 

1 How to use Teams on a Desktop or a Laptop  

• How to log on  

• How to upload an assignment  

• How to access and respond to feedback given to 

you by your teacher  

 

2 How to use Teams on a tablet or mobile phone  

• How to log on  

• How to upload a picture of work you have 

completed as an assignment  

 

 

 

 

 

 



SECTION 1 – USING TEAMS ON A DESKTOP OR 

A LAPTOP Teams – How to Login 

 

 

 

 

 

 

Your teacher can set assignments for you to complete.  You will 

see a new notification every time your teachers sets a new 

Click sign in and with your full school 

email address which is your first initial 

surname followed by 

@stmarystilbury.co.uk.  Example 

Flossie Smith is in year 1, her email 

address is FSmith@stmarystilbury.co.uk 

You will then be directed to the log in 

page where you enter your password.  

This password has been given to you by 

your teacher and is case sensitive so 

enter it carefully.  Once you sign in you 

will see the page below.  

mailto:FSmith@stmarystilbury.co.uk


assignment for you, which is circled in blue.  By clicking on this 

notification, you will be taken to the assignments page.  You may 

also click the assignments button in the left-hand menu to see all 

the different assignments set by your teacher, or you can click 

into your class and click on the assignments button circled in 

yellow.  

 

 

 



 

 



 

 

 



 

 



Section 2 – Using Teams on a tablet or phone – 

Teams -Downloading the Teams app 

 
Click sign in and with your full school email address which is your first initial 

surname followed by @stmarystilbury.co.uk.  Example Flossie Smith is in year 1, 

her email address is FSmith@stmarystilbury.co.uk You will then be directed to the 

log in page where you enter your password.  This password has been given to you 

by your teacher and is case sensitive so enter it carefully.  Once you sign in you will 

see the page below.  

 

 

Turn on notifications for Teams so 

that you get an instant notification 

when your teacher has set you a new 

piece work, posted an important 

message or sent you some feedback 

on work you submitted.  If you are 

joining a virtual classroom you need 

to click allow, but during the virtual 

classroom, you will be turning the 

microphone off.  
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