
Microsoft Teams Guide 
for Parents



Signing in
Go to the school website 
(https://northfieldssc.org) and click 
on the blue Office 365 button. The 
student will need to sign in with 
their school email address and 
password.

https://northfieldssc.org/


Signing in



Signing in

When at the main Office 365 screen, the 
student needs to select the purple Teams icon.



Using Teams
When Teams loads, it will prompt the 
student to download the Teams app for the 
computer or to open the web version in a 
browser.



Teams Tab (Main Screen)
The main screen shows 
the various teams that the 
student is a member of. 
Clicking the team tile will 
open that team.



Hidden Teams

Sometimes, students may accidentally hide teams. 
These can still be accessed by clicking on the ‘Hidden 
teams’ link below the ‘Your Teams’ section. If the 
student is a member of numerous teams, you may 
need to scroll down the list to see the ‘Hidden teams’ 
section.



Hidden Teams

Hidden Teams can be restored to the 
main section by clicking the three 
dots on the tile’s top right corner and 
selecting ‘Show’ in the pop-up menu.



Hidden Teams

The hidden team now appears with the other teams in the 
‘Your Teams’ section.



Assignments
Any assignments set by teachers in a 
team will be added to the Assignments 
tab. There are two sections: 

• Assigned – shows work not yet 
completed by the student

• Completed – shows assignments that 
the student has handed in. 

Clicking on the assignment summary 
opens it to show all details.



Assignments

When the student has 
completed the assignment, 
they can click on the ‘Turn in’ 
button to submit the work.



Assignments

Once an assignment has been 
submitted, it can be found in the 
completed assignments section.



Calendar Tab

The calendar section shows any calendar items that the teacher creates. Teachers can set 
meetings for a future date or time and this will show in the team calendar. A notification 
will also show on the team’s ‘Posts’ tab.



Calendar

Students can click on the calendar item and they will get a pop-up menu 
that has a ‘Join’ button. When the meeting starts, they can click on this 
and join in the meeting.



Files Tab

The Files tab shows all the files that have been shared to the student. This has a ‘Recent 
Files’ section which shows all files that the student has recently opened and a ‘Microsoft 
Teams’ section which shows all the files shared with the student. 



Meetings

Students can join meetings via the calendar, the notification in the team’s 
posts section or by an email request. For some meetings, the teacher may 
disable students’ microphones and video capabilities.



Meetings

Clicking on ‘Join’ in the notification opens the above screen where the student can 
click on ‘Join now’ to participate in the meeting.



Meetings
Teacher’s Shared Screen
Teachers can display items from their computers to students’ screens in the meeting. 



Meetings
Raise Hand Feature
Students can use this feature to get the attention of the teacher.  



Meetings
Chat 
Students can use this feature to type messages/questions to the teacher or class. For some 
classes/meetings this feature may be deactivated by the teacher.



Meetings
Ending the Meeting
To end the meeting, students can click on the red phone/call icon.  



Troubleshooting
I can’t type in chat
Sometimes teachers mute chat features so students can focus on the lesson. If other students can type then use 
the ‘Raise Hand’ feature to ask the teacher to unmute the student.

I can’t access the meeting or there are issues during the meeting
Sometimes Teams has technical issues. The best thing to do in this case is to sign out of Teams and close the app 
and then sign in again. If the student is using an iPad or Android tablet they should clear the app from their 
recently used apps.

I don’t see the team in the list of teams
Firstly, check that the team has not been hidden. If it is not hidden then email the teacher and ask them to add 
the student to the team.

I am having technical issues with teams
If the student is having technical issues that you can’t resolve then please email parentalsystems@northfieldssc.org
for assistance.

mailto:parentalsystems@northfieldssc.org
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