
Accessing Microsoft Teams 

 

 

 

 

 

Microsoft Teams is a platform for communication and collaboration that facilitates classroom chat, 

video meetings, file sharing and editing. Children can access the app for free from their Glow Launch 

pad.  

Instructions for logging into teams: 

1. Log into Glow and in the Launch Pad click on the Microsoft Teams App.  

 

2. A separate window will then open or/and you may have the option to download the Microsoft 

Teams app.   

 

3. At the side menu you will be able to quickly access your activity notifications, your ‘teams’, your 

assignments and your calendar.  

 

 

 

 

What you need: 

 A device connected to internet  

 Glow Username and Password 



Using Microsoft Teams as an Online Classroom 

Chat/Posts on Microsoft Teams  

 

Within your ‘teams’ you can send instant chat messages to your classmates. You can also post the 

answer to questions posted by your classmates and your class teacher. You can turn notifications on 

so you will receive an alert when a classmate in your ‘team’ posts to the chat.  

Note: Every ‘team’ has four members of staff within it to monitor posts and support teaching and 

learning. We trust children to post responsibly. Children will not have permission to remove or 

delete posts.  Inappropriate posts and/or content may result in the child responsible being removed 

from the team.  

Assignments in Teams 

To complete your set learning tasks click on the ‘Assignments’ in the side menu bar.  

 

When you teacher has added an assignment or set task you will be able to access this in this section.  

Files Tab  

 

 Next to the posts tab, you will find the files section. You class teacher may upload files such as 

worksheets or information sheets here for you to access at home.  



Note: Files in this section are ‘read only’ meaning your teachers can edit/share and children can only 

read and print these documents they cannot edit them.  

Class Notebook Tab  

Your Class Teacher can post interactive learning activities in this section.  

Communicating with your class teacher or any member of school staff  

If you need some help or would like to ask your class teacher a question directly you can do so by 

emailing them directly through Glow by clicking on the Mail App. 

 

This will open another tab/window. To create a new message, click ‘new message’. You can search 

for Glow members or you can ask for your Class Teachers Glow email.  

 

 

 

If you have any questions or queries relating to Glow or Microsoft Teams please contact Mrs 

Macfarlane.  

 


