
A Student Guide to Using Microsoft Teams 

Teams is a chat-based collaboration tool that provides the ability to work together and 
share information via a common space. Work/Assignments are set via Teams

You can access Teams either using a web browser or downloading the Teams app for 
Android and iOS. Teams is also available for PC and Mac

Web browser method (Internet Explorer, Edge, Chrome, Firefox)

To access Teams visit the college website

Once loaded click Remote Login

Scroll down and click Teams button and sign in using your college login credentials 



 Once loaded, you will be shown the main page with the Teams you are in

Uploading an assignment via a web browser

Your teacher can set assignments for you to complete

On the left of the screen, you will see a new notification every time your teacher sets a 
new assignment for you. This will be shown under Activity 

You can also view them via Assignments



Click on the assignment to access the task

To add some work, we first need to create a new document, then complete our work in it

Using a new file

Click on New File 

Decide what format you will be submitting your work, Word, PowerPoint or Excel



Give the assignment document a name and then click Attach

You have now created your document that you can start writing your work into. To start 
your work, click on the document name and it will Open Microsoft Word



Type your work in the document, it saves automatically and when you have finished, click 
Close

Now return to the Assignments tab

Make sure your work is attached under My work

Make sure that you have your work attached and that it is not blank

Click + Add work if any additional documents are to be uploaded. Click the Hand in 
button to submit your work to your teacher



Your teacher can now look at your work and give you feedback if required

If you have successfully handed in your work, you will see an animation

Teams – Getting feedback and responding to feedback 

Click on the Activity button and it brings you to your feed. Any message(s) in bold means 
you have not yet read them

Clicking Assignments you can then view the feedback given by the teacher shown on the 
right hand side of the screen



Android or iOS method

Uploading an assignment via a mobile or tablet device

Teams is also available from the App Store for iOS devices and from the Play Store for 
Android devices

iOS Compatibility Android Compatibility
Requires iOS 10.0 or later Requires Android 4.4 and up

Once downloaded just tap the Teams icon, tap Sign in and enter your college email 

account. You will be re-directed to the college sign in page where you enter your college 

login credentials

Read, swipe / tap Next on the introduction welcome messages and tap Got it

Turn on notifications for Teams so that you get an instant notification when your teacher 

has set you a new piece of work or posted an important message



Once done, you are shown the Teams screen

Along the bottom of the screen are the functions that 
you would find just like viewing on the desktop version

To upload a document, follow the guide above as uploading a document from a phone or 
tablet is the same process

However, ensure you have Office programs installed on your device in order to edit/create 
documents if you are creating a new document

Otherwise, create a document you wish to use and save this to your OneDrive or local 
device to upload



If you receive any error messages or have any problems uploading documents to Teams 
then tap the 3 lines at the top of the screen, tap Settings > Sign out

Sign back in and try the upload again



Teams is also available to download for the PC / Mac

Downloading the client version is a better way of accessing Teams

System Requirements

PC – Requires Windows 7 or later

Mac – Requires OSX 10.10 or later

Click https://teams.microsoft.com/downloads

Depending on the Operating System you are running you will be shown the following 
pages:

PC

Click on Download for desktop

https://teams.microsoft.com/downloads


Which will then load this page. Click Download Teams

Once downloaded, install the program and log in with your college login credentials



Mac

Click on Download for desktop

Which will then load this page. Click Download Teams

Once downloaded, install the program and log in with your college login credentials


