
TEAMS
A quick guide to the app and how it can be used…
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LOGGING IN
This section will cover how to log in 

and navigate the desktop and mobile 
app.
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HOW DO WE LOG IN VIA DESKTOP?
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Go to www.glow.rmunify.com/
Enter your username and password
Launch Microsoft Teams

You may find TEAMS on 
your launch pad.

If not, select the 
Prestwick launch pad 
and you will find the app 
in here. Using the i in the 
top corner allows you to 
add this to your own 
launch pad making it 
easier to find next time. 

http://www.glow.rmunify.com/


What next?
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Once the app 
has opened 
select Teams. 

Select the Team 
you are looking 
for such as 
Prestwick 
Academy Senior 
Phase

In here you will 
find all the 
Teams that you 
are involved 
with. You may 
find old classes 
than can be 
removed. 



Finding Files on TEAMS
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Once you are in the Team you will find relevant and useful resources in the Files area.



Finding Files on TEAMS
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In the files area you will start to find materials relevant to your level.



Finding Files on TEAMS
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If you find that something has “gone wrong” or isn’t quite working then the best solution would be to 
download the desktop app rather than using the internet browser version. Sometimes if there is too much 

demand the browser version struggles. 

To use the desktop app you will need to log in using your sa...@glow.sch.uk email address. 

For all Microsoft applications as well as programmes like ClickView and Show My Homework you should use 
sa….@glow.sch.uk



HOW DO WE LOG IN VIA MOBILE?
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HOW DO WE FIND FILES VIA MOBILE?
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INTRO TO 
TEAMS

This section will cover how to set 
assignments, mark, provide feedback 

and how to manage projects. 
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WHAT IS TEAMS AND HOW DO I WORK IT?

Teams is a virtual classroom where you can create or join a team to collaborate with a 
certain group of people.  Have conversations, share files and use shared tools with the 
group –all in one place. That group could consist of a class of students and educators, a 
group of staff and educators collaborating on a topic, or even a group for a student club or 
other extracurriculars. 
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Click here to view an intro 
to Teams Video. 

More training videos can be found in the help tab at the 
bottom your page. Select training and you will find step 
by step video guides for most areas. 

https://www.microsoft.com/en-gb/videoplayer/embed/RE3sxoi?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-gb


QUICK START GUIDE
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CLASS TEAMS
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CREATING MY 
TEAMS

This section will cover how to 
generate classes, change icons, add 

teachers and mute students. 
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There are three different way you can do this. 

1. Creating a group in O365

2. Inputting each individual pupil

3. Creating a Team and issue a code.   
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Log on to Glow and select Management Console. 
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Select 
Groups. 

Type in your subject to save time searching, 
once you have the correct class go to actions.

Select Create 
group in Office 
365. Do not 
change the name. 



Office365 will then generate a group that you can search for in Teams. Click here to start… 
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Select Create team Select Class Input Class details and select next



Office365 will then generate a group that you can search for in Teams. Click here to start… 
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Select Create team Select Class Input Class details and select next
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Now type in the exact name of the Office365 group you have previously generated. Your Team will then be 
created. Please leave 30mins for Office365 to generate your group before creating your Team. 
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Create a Team following the instructions on Slide 15.

Now input each pupils name. You need to ensure that you find the correct pupil. Hint: their username will 
begin with SA… 

In here you can also add 
Teachers by selecting the 
Teacher tab. This might be 
useful if you share a class 
or want your PT to also 
see pupil activities. 

This way may take longer 
to type all individual 
names in however it is an 
option. Everyone has their 
own preferences. 
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Create a Team following the instructions on Slide 15.

Instead of inputting pupils you can issue a code that will allow them to add in themselves. 

STEPS

Click on the three dots next your Team. 

Select Manage team

Click on Settings

Select Team code and press Generate

Issue this code to pupils/teachers



With lots of Teams you might want to organize these to navigate it better. For example I have given all my S1 
the same icon then all S2 the same icon so I can differentiate between year groups quicker.  

23

This can be completed easily 
by selecting the existing icon 
and updating with your new 
chosen one. 



Before the Team is up and running it might be an idea to mute pupils. This means they will not be able to 
comment on the Team. This is also a useful function that you may switch on and off depending on Team 
activity. For example I would only have the students unmuted if I was asking a class question, this way pupils 
can’t be commenting to each other using it like another social platform.
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Select the three dots 
next to your team.
Click manage team
Scroll down to 
members 
Mute students

Alternatively you can 
mute specific students 
if you feel they are 
misusing it which 
unfortunately is usually 
the case. 



Channels are used to organise your class into the different topics you are working on. Click one to see the files 
and conversations about that topic, class unit, or week in the course. You can even have private channels for 
group projects!

Every team comes with a General channel. Open channel settings to add new channels, manage notifications 
and other settings.
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For example, we complete four units during Higher 
Graphics and if we just used the one channel this could 
be quite busy and difficult to differentiate what was 
needed for the current project the fuller it becomes. I 
would have a different channel for each unit so that 
pupils refer to the correct channel which will have 
relevant resources and conversation for that stage in the 
class. Basically channels are folders to organise your 
virtual classroom. 



Files can be uploaded under the Files section. If you place them into Class Materials then the become read only 
files which I would recommend if you don’t want pupils editing them. If they are placed outside of the Class 
Materials folder, pupils can edit these. 
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Pupils are unable to view 
the class materials folder 

from their phones which is 
an issue we hope will 

resolve soon. They will only 
be able to access this folder 
from a desktop until this is 

fixed. 



Assignments
This section will cover how to set 
assignments, mark and provide 

feedback. 
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Select the team that you wish to set an assignment for.

Along the top you will find Assignments. 

Click Create

An Assignment can then be created. A Quiz will 
be linked to a Form that you have created. How 
to create a Form will be in another guide. If you 
have set an assignment before and you want to 
issue the same or similar assignment you can 
select create From existing. 
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Input all the required information. You can resources to help pupils or workbooks that you want them to work 
on within the assignment. You may also wish to add an assessment rubric so pupils understand the standards 
for achieving each grade. 

Within Teams you can assign the 
assignment to the full class or individual 
pupils within that class. 



• Click on the assignment you wish to mark.

• Click 'review' at the top right-hand corner.

• From this you can see who has 
submitted.

• Click the first student, their work should 
now appear and on the right-hand side 
you can enter feedback and a score. Once 
you are finished with one pupil you can 
click the arrow next to their name for the 
next pupil.

• Once all pupils worked has been marked 
you can click 'post' at the top and this will 
send the feedback and scores to the 
pupils.

• From this you can select 'export to excel' 
and copy the scores into the assessment 
centre easily.

• If you selected the late hand in option it 
will notify you who turned this assignment 
in late. 30



+1 23 987 6554

HOPE  THIS 
HELPS 
EVERYONE
-MRS LOVE

STILL NEED HELP?
This  is just a quick guide to Teams. There 
is so much more that can be done with 

this. If you click on help at the bottom and 
training you will find tutorials and guides 

for each area of Teams. 


