[image: Bells Brae Logo - new text]Microsoft Teams Guide for Parents/Carers
A quick guide to logging on to Glow and using Microsoft Teams.


[image: ]



























[image: ]




[image: ]




Using Glow and Microsoft Team/Assignments on an iPad or android tablet.

1. [bookmark: _GoBack] Before you begin please download Microsoft Teams and Microsoft Word from the APP store (iPad) and Google Play Store (Android) – these should be free. 
1. Open Microsoft Teams app.  
1. Use the log in from the class teacher making sure to put @glow.sch.uk at the end followed by your password. 
1. Click on your class. 
1. This will take you into your class team.  
1. Click on assignments on the left hand side of the screen
1. Click on the spelling assignment for your group for this week.
1. Read the instructions for this week’s homework and then click on the attached word document. 
1. Complete the homework in the open document.  It will save automatically.  When you are done click on ‘hand it in’ or ‘turn it in’
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Using Glow for homework on a laptop or desktop.

1.  If possible, use google chrome. 
2. Go to https://sts.platform.rmunify.com/account/signin/glow 
3. Use the log in from the class teacher. 
4. Click on Microsoft teams
5. Click on your class
6. Click on assignments on the left hand side of the screen
7. Click on the spelling assignment for your group for this week.
8. Read the instructions for this week’s homework and then click on the attached word document. 
9. Complete the homework in the open document.  It will save automatically.  When you are done click on ‘hand it in’ or ‘turn it in’
Please remember to ask your teacher at school if you are having any trouble with this at home.  
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Step 2- Add Microsoft Teams to Glow
Once logged on, you should see a page similar to this. Ths is your chikds Glow Launchpad
Vour chid may aiready have Mirosoft Teams. I they do not - please folow the steps below
e

1fyou do not see the square for Microsoft Teams,cick on ‘Add

T T T e——
This box will appear

Click App from Library

The page below will appear. In the search bo, type ‘Microsoft teams’, hit go.
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