
 

 

 

 

 

 

 

 

 

 

How to Access 

Glow and 

Microsoft Teams 



 

 

 

 

  

 

 

Start off by 

searching for 

‘Glow Sign in’ in 

Google 
 



 

 

  

 

 

 

 

Click on the first 

result ‘Glow - 

Sign In – RM 

Unify 
 



 

 

 

 

 

Troubleshooting  

problems : 

 

 

 

 

Type the user name you have 

been given (beginning with 

GW) into the top box and 

your password into the 

second box.  
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If this is the first time you’ve 

logged into Glow, you need to 

accept cookies to continue. You 

will only need to do this once. 

Click the box to accept cookies 

and then click ‘Launch RM Unify’ 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This will take you to your launch pads. 

These are places where you can access 

‘apps’ or as Glow calls them ‘tiles’ to 

launch programmes quickly. These can be 

accessed down the left side of the screen. 

The main launch pad you will be using is 

the schools launch pad which is the ‘house’ 

icon. The launch pad being shown is always 

highlighted in blue.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Only teachers can add tiles to the 

school launch pad. They might add 

ones which are useful to you. We 

are going to be using Microsoft 

Teams which is the first tile on the 

school launch pad.  Click on the tile 

to continue.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This will open a new window in 

your browser. You should now see 

your class on the screen. This is 

where you can access work from 

your teacher, ask them questions 

and submit completed work. Click 

on your class. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will have access to all the 

channels your teacher has created. 

The channels are just a way of 

separating working into curricular 

areas to make things easier to find. 

Your teacher might start off using the 

‘general’ channel and gradually add 

more as the weeks progress. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the channel you want to 

use and then you will be taken 

to a new screen. You will see 

tabs along the top. If you 

select ‘files’ you will have 

access to all the files your 

teacher has uploaded for you.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can download all of these 

resources. These can then be 

printed off so you can take a 

picture of your work to upload 

to your teacher or you can 

complete assignments online. 

Please read on to find out how 

to do this. 



 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you are at the bottom of your 

assignments page, you will see all the 

documents you need to complete the 

assignment. This is an example of a word 

document. Other you might see are 

PowerPoints or PDFs for you to refer to.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

There are two different ways 

you can access your work. 

Click on the three dots to 

give the different options.  

You can either open it in 

Microsoft Office online or 

you can download it.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you choose to open in Word 
Online you will see a screen 

like this – it’s a simplified 
version of a word document 

where you can complete your 
work without downloading 
anything on to your device.  

Everything saves 
automatically whilst you work. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you finish your work, close 
down the Word Online tap, scroll 

back to the top of your 
assignments page and click ‘turn 

in.’ This submits the work for your 
teacher to read and give feedback. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you download the 
document then you are 

working on it on your own 
device. You will need to 
complete it using your 

devices version of 
Microsoft Word. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

It is really important that you 
remember to save your work if you 
download it on to your own device. 
You can do this by clicking ‘file’ and 

then ‘save as.’ It might be a good idea 
to keep all of your school work 
together in a folder if possible. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you work is complete, you will 
need to return to assignments and 
scroll down to the bottom. Click to 

add work button to upload work from 
your computer. Please note this is 
also how you would upload any 

photographs of your work that you 
want to show your teacher. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will the see a window which 
looks like this. Because your work is 
saved on your device, click ‘upload 

from this device.’ Then find the piece 
of work and upload it. You will then 
see an uploading screen. You might 

be asked to press ‘Attach’ or ‘Finish.’ 
Press these and then your work 

should upload with no problems. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You should see the document you have 
uploaded above the add work button. You 
can add more documents or photos if you 

need to. 



 

 

 

 

 

 

 

 

 

 

 

 

 

You are now ready to 
submit your work to your 

teacher for some 
feedback. Scroll back up to 
the top of the assignments 

page and click ‘Turn in.’ 


