
How to use Microsoft Teams on a PC/Laptop. 
Step 1.  
 
Search for Microsoft teams on 
the internet.  
 
Click on the link. 

 
Step 2. 
 
Click ‘Sign in’. 
 
 
 
 
 
 
 
 
 

 

 

Step 3. 
 
Type in your email address 
(this must be your  
x.xx@standrewsbath.bwmat.org 
email address you should have 
received from the office). 
 
Then click ‘next’.  

 
 

Step 4.  
 
Enter your password. 
 (You should have received your 
password via an email from the 
office.) 
 
Note – this is case sensitive, so 
check for capital letters and 
numbers within your password if 
it doesn’t work. 
 
Then click ‘Sign in’ 

 
 

mailto:x.xxxxx@standrewsbath.bwmat.org


How to use Microsoft Teams on a PC/Laptop. 
Step 5. 
 
You may receive the following 
message. 
 
To access Teams online click 
‘Use the web app instead.’ 
 
You may decide to download the 
Windows App.  
This will mean you won’t have to 
search for Teams on the internet 
each time you wish to login. To 
do this, click ‘Get the Windows 
app’, follow the instructions, and 
then enter your email 
address/password to login again. 

 
 

Step 6. 
 
Click on your child’s class Team. 
They will be clearly labelled by 
Year group. 
 
 
 

 
 

Step 7. 
 
You will now be able to view any 
recent posts or messages by 
your class teacher.  
 
Click reply, if you wish to send a 
message (Please note this will be 
visible for all parents/children in 
the class to see). 
 
Scroll up to view older posts 
using the scroll bar on the right 
hand side. 

 

Step 8. 
 
To view any home learning set, 
click on the ‘assignments’ tab 
near the top. 

 



How to use Microsoft Teams on a PC/Laptop. 
Step 9. 
 
All homework set by your class 
teacher can be accessed here. 
 
Click on the assignment you 
wish to view. 
 
 
 
 
 
 
 
 
 
 
 

 

Step 10. 
 
Read the instructions for your 
assignment.  
 
For weekly homework (spellings 
etc.) 
click on the ‘PDF attachment’ to 
view. 
 
Click ‘back’ to view other 
assignments or click ‘posts’ to go 
back to see messages from your 
class teacher. 
 
 

 

How to submit work on 
assignments. 
 
Step 1. Click ‘Add work’ and 
upload your document/photo.  
 
Step 2. Click ‘Turn in’. Your 
teacher will now be able to view 
your home learning. 
 
 
 
 
 

 

 


