
Student and Parent Guide to MS TEAMS 
Accessing TEAMs 

If you are using a computer or a laptop If you are using a tablet, i-pad or smart phone 
Google search ‘Microsoft Teams’ 
 

Search ‘Microsoft Teams’ in your App Store 

 

 
Click the ‘install’ button on your device. 

 
How to join the Online Learning 
Insert your username: firstname.surname@oasismayfield.org 
 (e.g. justin.bieber@oasismayfield.org. – don’t forget the dot!) 
 Your password is the same password you use to log into the school laptops. 

Computer or laptop Tablet, I-pad or smart phone 
Click the icon ‘Teams’ at the bottom to find your class. 
e.g.  
2020-OAX-6A 

Click the icon ‘Teams’ at the bottom to find your class. 
e.g.  
2020-OAX-6A 

 
 You will already be assigned to your class in your “Teams”.  

 
These are your class’ “channels”; they are grouped by subject and there is a resources  folder for any 
help guides, letters, or school information that you may need. 
 

  



You have a calendar as well - you can check this calendar for future live lessons! 
  

  
  

 On your calendar, you will see where your teachers have scheduled lessons for you. 
  

 
  

At the start of a Live Lesson, we ask you to: 

 



  

  



Opening and submitting assignments 

 

 

 

 
  

Once the lesson is over, your teacher may set you an assignment which 
you can view either directly from the ‘posts’ in the lesson channel 

Or you can view it directly from the 
‘’Assignments’’ channel. 



 

 



 
 

Trouble Shooting 

This first time you log on it may be a bit slow – if it doesn’t load check you have 
used Chrome or Edge. 

Logging in at home 

Students can log in at home but they will have to also enter their password. This 
should save after the first log in – there is the Microsoft Teams App which they 
can download to their PC – please contact the school if your password doesn’t 
work. 

Possible problems and their solutions 

1. Teams isn’t working (Students need to use Google Chrome or Edge or the 
Teams app) 

2. Students can’t edit work – (they need to ‘Undo the Hand in’ or click on ‘Edit 
document’) 

3. Text boxes don’t work on Word online – (use tables instead or type 
underneath the Text box) 

4. Students can’t paste pictures or words into their work – (students need to 
press ‘Ctrl and V’ keys to paste – pictures must be pasted in separately) 

5. Glitches – students just need to reopen their work 


