Microsoft Teams — Parent Guide

Step 1: Open a Word Document
Double click on the Word icon on your computer.

Step 2: Use this document to record the learning in that lesson. Please remind your child to type their
name at the top left-hand corner of the page followed by the date underneath (underlined) and then the

subject they are learning in the centre of the page.
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Step 3: Type “Microsoft Teams” into your search browser.
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Welcome to Microsoft
Teams

Sign in now to chat, meet, call,
and collaborate all in one place.

Learn how to use Microsoft Teams
Step 4: Sign In using the e-mail address sent to you by the school.

KrR®EF*RK* @thorpedene.southend.sch.uk
Click “Next”

B2 Microson
Sign in

Step 5: Input Password
Click “Sign In”
Enter password

Password

Forgot my password

Southend East Community Academy Trust | Report
Issues: icthelpdesk@secat.co.uk
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Step 6: Click on “Use the web app instead”

the Teams a
and stay better connected.

Step 7: Click on “Let’s do this!”

Step 8: Click on your child’s class.
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Step 9: Click on the current week.
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Step 10: Click on “Files”
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Step 11: Double click on the File you would like to access.

Step 12: Click on the Power Point you would like to start learning from.
The Power Point will open and you can now scroll through each slide.
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Step 13: Follow the instructions on each slide to access the learning.

Your child should type today’s date in the top left hand-side of their page.
They should then type the title of the lesson, in this case: English

Thorpedene Primary School
Year 1

English — w/c 4/01/21

Step 14: Some slides will require your child to type the answer on their Word document.
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Choose a conjunction to complete the sentence below.

The bell rang at school it iz break time.

Tick one
and
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Step 15: Other slides will be for information and it is useful for you to discuss this with your child.
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These are the learning objectives for

today’s lesson

‘ LO: To write sentences in order to create short narrative.
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* To recall events of a story in the correct order.
e To use my phoneme knowledge to help me spell.
2%, e To remember to use punctuation in my writing.




Step 16: When you have finished the lesson click “close”.
This will take you back to the Power Point page.
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What goes wrong?
Here is an idea if you get stuck.
Write about what goes wrong in your story!
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Step 17: Click on Year 1 English to take you back to the rest of the files.
You can now access your next lesson in the same way.
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Step 18: When the learning is complete, save the document and give it a name for example: Joe Bloggs
English 4.1.21
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Save As: |Joe Bloggs English 4.1 .21| | ¥
Tags:
Where: [0 Documents B
Online Locations File Format: Word Document ((docx) B

Step 19: Upload the file onto Microsoft Teams. Click “Upload” and then click “Files” this will bring up your
saved documents. Click on the document you saved. Your child’s work will then be visible to their teacher
for marking.
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Stay in the know. Turn on
T desktop notifications.

Turn on Dismiss




