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Frequently Asked Questions for Microsoft Teams 

How can I see all the Teams I am a member of? 

 

 

 

 

 

 

Down the left-hand side of Teams, you will see 

a list like the one in this image. If you double 

click on the “Teams” icon it will take you back 

to the grid which displays all your current 

Teams. There is a similar icon at the bottom of 

the screen if you are using the mobile app 

which does the same thing! 

Alternatively, if you are 

already in a Team, you 

can click on the “All 

teams” link in the top 

left corner of the screen. 
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My teacher has set me work in the Files tab, how should I complete 

this? 

 

Along the top of the Team, you will see the tabs shown above. If your 

teacher tells you they have put work into the Files tab, then you 

simply click on Files! Once you have done that, you will get a screen 

like the one below. Please remember that during these school 

closures, Microsoft Teams has seen a 600% increase in daily users – 

so expect it to not load, crash or go super slow! If this happens just 

be patient, maybe take a break and come back to it later. 

 

Your teacher will most likely put your work into the Class Materials 

folder, so you should click on the words Class Materials to gain 

access to that. When you get in here there will be a list of work. Find 

the document you are looking for, hover over the files (do not click!), 

then click on the 3 dots and select download. You can then work on 

your own copy of the file. When you have finished, make sure you 

choose File and Save As… to add your name to the File Name so your 

teacher knows who the work belongs to. You can then send it back 

to your teacher! 
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My teacher has put my work in the Class Notebook, how do I access 

this? 

 

Many teachers will put your work directly into the Class Notebook. 

To access this, you simply click on the Class Notebook tab along the 

top of the screen. Again, please remember that this may take a while 

to load at the moment! When you are in the Class Notebook, if there 

are notes that your teacher has asked you to read, you will find these 

in the Content Library. You may need to firstly click on this little 

purple arrow in the corner of the page: 

 

Then a list will pop up where you will be able to select the Content 

Library: 

 

In here there will be different 

sections that you will be able  

to go into and the pages will  

appear in the right-hand slot 

(where in the photo it says 

Untitled Page). Just click on 

each of these to load the  

page.  

 

YOU WILL NOT BE ABLE TO TYPE INTO ANY PAGES IN THE CONTENT 

LIBRARY!  

Therefore, if your teacher has asked you to complete work in the 

Class Notebook, you should follow the same steps as above, but 

instead of selecting Content Library, you will click on the folder which 

has your name. This will let you type on any pages within this. These 

will automatically save.  
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My teacher has posted an Assignment, how should I complete it? 

 

If your teacher creates an Assignment in Teams for you to complete, 

it will appear in both the Posts and Assignments tab along the top of 

the page. In the posts tab, it will look like the image below and you 

can just click on “View Assignment”. 

 

When you have clicked to view the assignment, there will either be 

instructions from your teacher which you should follow. 

Alternatively, a document may be attached (see below), which you 

can just click on and fill in on the file that pops up. Once you have 

completed the task you may need to click the Submit Assignment 

button, so your teacher knows you have done it. 

 


