
Ledbury Primary School
Using Microsoft Teams

Getting started
Using a laptop
Go to internet explorer or google chrome and type in ‘Microsoft Teams’. Click on the 
link.

Using a tablet or phone
Go to the app store and download Microsoft Teams and Microsoft word (both free)

Choose sign in. On a laptop you can choose either the windows app or the web app.

Enter your child’s school email and password. The first time you will also need to 
create a new password.



Where to look
Your child will have been assigned to 2 teams- Class___ and Team___. You will 
need to look in the Team group. Click on ‘General’ then go the ‘Assignments’ tab 
to find the work.

Click on an assignment to view any links and documents.

When you have finished click on the ‘turn in’ button.



Word Documents

Sometimes the teachers will set you work that can be completed online. Click on 
the document

Then edit document

When you have finished, click close. (it will save automatically) and then turn in.

If you change your mind you can undo turn in and continue editing.



Microsoft Forms

Teachers may also set quizzes to check understanding. 
Click on the link or assignment

or

It may ask you to sign in using your child’s school email and password- the same 
as for Teams.

Complete the quiz by selecting the correct answer or typing an answer. 

At the end of the quiz you may  be able to view the correct answers.


