


We are looking very closely at raising expectations of all 

pupils. To that end, you are reminded:

1. Take your seats and get ready for our Lesson Starter.

2. Remove outdoor jackets, scarfs, hats, etc. 

3.Writing equipment, jotter/ Folder, etc.

4. No phones out in class unless the Teacher has given you 

permission during that lesson.
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• to increase your confidence in working with your Glow launchpad
• to introduce you to your Glow email
• to look at the workings of Teams and assignments

You will be successful today if you can understand how to:

• Access and add tiles to your Glow launchpad
• Send an email from your Glow Outlook email account
• Access Teams from Glow or from the app on a mobile or desktop
• Open an assignment, edit the file and resubmit for marking



Open the Edge Internet Browser and search for ‘glow login’ 

Choose the Glow - Sign In 
website



Type in your Glow username

Enter your Glow 
password:

If you can’t 
remember this 
then tell a 
member of staff 
who can reset it 
for you!

Always use the 
‘eye’ to check you 
have entered it 
correctly



Everyone’s LAUNCHPAD may be slightly different. We want to make sure we all have 
TEAMS and OUTLOOK Mail
We use the ‘Add’ tile to do this



Type TEAMS into the search box and click GO



Click on ‘Add to my Launch Pad’

Go back to your launchpad and check TEAMS is there.

Now click on ADD to add your Outlook email tile. Type ‘Outlook’ into the search bar and click GO

Go back to your launchpad and check Outlook MAIL is there.



You should now have 
Teams and Mail tiles 
in your Launch Pad.

Click on the Teams tile

This will bring up any 
Teams your teachers 
have added you to



Rather work on the desktop version? 

Click this icon to download Teams at

home. Choose the instructions for 

Windows or Mac.



You can download the Teams 

app on your mobile via the 

Apple App Store or Google 

Play.

Enter your Glow username and 

password to use the app.

https://apps.apple.com/us/app/microsoft-teams/id1113153706
https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en_US


The app will ask you to allow 

notifications. Click Allow.

Notifications will send an alert to your 

mobile device when something 

important is going on in your student’s 

class, like new assignments, or an 

important announcement.

You can adjust this in Settings.



Review welcome screens 

and click Got it.



Click on Teams to see your classes. 

Now you can view the 

assignments set for your 

classes.



When Teams opens, click on the 

tile for the class team you want to 

enter.

You should see more than one class



After selecting your class, you’ll see 

channels that the teacher has created. 

These might be subjects, units, or other 

labels. Some of these will be for the teacher 

only to use and one may be for you to post 

messages in.





To view all assignments, go to the 

General channel & select the 

Assignments tab.

Click on the assignment you are 

going to work on first. Download

and edit the file or worksheet then 

save it in your files (remember where 

you save it). 



To upload work that you have finished 

and send it back to your teacher, select 

Add work.



Upload by choosing upload from 

this device 



Select file and click Open.



Click Done—but you’re not done yet.



Click Turn in to submit 

assignment.



An animation will signal that 

the assignment has been 

submitted.



An animation will signal that the 

assignment as been sent. 



Another option for turning in 

assignments: View assignments 

from the Posts tab in the 

General channel.



What if more than one student is using 

Teams on the same device?

Each student is able to log in to their own 

Teams account with their unique username 

and password.

When one student is done with their Teams 

work, click on their icon in the top-right 

corner and select Sign out. The next student 

can then log in.



You can also create 

multiple accounts (also 

called profiles) in the new 

Edge browser.

https://www.microsoft.com/en-us/edge


You should now have 
Teams and Mail tiles 
in your Launch Pad.

Click on the Mail tile

This will bring up your 
Glow email account



Your Email

There will be a list of any emails that have 
been sent to your Glow email address

Your email will be:

(your username)@glow.sch.uk
Example: 
sa12bloggsj@glow.sch.uk

To send a new email, click on
The New Message box



Sending your teacher an email Insert the email address for your teacher

Add a subject

If you want to send a file to the teacher 
then you should choose to ‘attach’ it



Attaching a file

Find and click on the file you want to upload

Click on Open



The file you selected will now show on 
the email message

Click send once you have typed your 
message 



Everyone who has a 
Glow login can download 
Microsoft packages for 
free through Glow

Don’t have Word or PowerPoint?

From your Launch Pad, Select 

the Flag icon for Glow 
Scotland

Choose Download Office 
Now and follow the 
download instructions





Can you:

• Access and add tiles to your Glow launchpad
• Send an email from your Glow Outlook email account
• Access Teams from Glow or download the app on a mobile or desktop
• Open an assignment, edit the file and resubmit for marking



Before you go …..

… Complete the details on the Exit Ticket




