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Getting on to Teams
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On any web browser, go to www.office.com
This will take you the Office 365 sign in page (below).

Click sign in and sign in with your full school email address
(username@accrington-academy.org) & password. 

This will take you to your Microsoft 365 homepage (see below).

Select the Teams app.

If the Teams app doesn’t appear, click ‘Explore all apps’ and
Then select the Teams app. 
Clicking the Teams app will take you to your Teams homepage.

http://www.office.com/
mailto:username@accrington-academy.org
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The Teams Homepage – A little Tour
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You should now be on your Microsoft Teams homepage.
Let’s take a closer look.

Each of these square tiles 
is a Team. You have one 
Team for each of your 
classes in school. 

To the side is your main menu. We’re going to focus on 
two things: Teams and Assignments.

Selecting ‘Teams’ will take you back to your homepage.

Selecting ‘Assignments’ will give you a view of all of your 
assignments for all of your classes.
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Accessing your Teams Assignments
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There are two ways to access assignments on Teams:
1. Assignments on the main menu – for all your class assignments
2. Assignments within a class Team – to see assignments for a class

1. Assignments on the main menu – for all your class assignments

On your teams homepage select ‘Assignments’ which has a logo of a 
backpack! 

This will take you to an 
overview of all your 
assignments for all your classes.

They appear in order of due 
date. The assignments that are 
due soonest appear at the top.

It will also show you any 
assignments which are overdue.

The red dot indicates you have new assignments set. 
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Accessing your Teams Assignments
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2.  Assignments within a class Team – to see assignments for a class

From the main menu select a class by clicking the appropriate tile.

Across the top of your class homepage, you will see a range of tabs. 

Click on the assignments tab.

This will take you to a page that shows you the assignments for this 
particular class. They appear in order of due date. 

Click the assignment to reveal the details of the assignment. 
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Accessing & turning in your Teams Assignments
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After clicking an assignment you will be able to access the details of 
that particular assignment.

Let’s take a look. 

Title of the assignment

Due date

Your 
instructions. 
Read them 
carefully!

Your resources for the assignment.
Click to open.

On the top right you will 
see a ‘Turn In’ tab.

When you have completed 
your assignment, you must 
click ‘Turn In’. 


