Inverkeithing High School

TEAMS Guide for parents/carers

Microsoft Teams is digital platform that lets teachers keep in touch with young people remotely. They can
access support from their class teacher and use apps such as Word and PowerPoint from home. All of this
can be accessed by the young person by simply logging in to Microsoft Teams using their ‘glow’ email and
password.

Microsoft Teams is a safe and secure environment that lets teachers communicate with pupils, share files,
videos and useful websites and give feedback directly to the pupils. Inverkeithing High School use Microsoft
Teams for homework, classwork and wider achievements.

Below is a short user guide to help you and your young person access Microsoft Teams.

Signing in to glow

Access https://sts.platform.rmunify.com/account/signin/glow and sign in securely.

Enter username only

e.g. gwl2browncharlie

S Enter password

Click ‘sign-in’

Select the ‘Microsoft teams’ tile
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Assignments: Click here to display a
list of all the young person’s current
and past assignments for all classes

Each tile is a different team. By
clicking on the tile this will take you
to the team/class homepage
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Posts This is where members of the chat can post questions and ask their teacher questions
and allows interaction. This chat is available for all to see. The Posts section may also be
used for teacher announcements.

Files Resources for members are usually posted in this section. Members can download copies

of selected documents for their own notes.

Assignments

here teachers post assignments. This is where pupils submit work for marking.




Assignments — How it works

The Teacher will upload a task for the young people to complete. The due date will be displayed, and any
resources under ‘reference materials’ which the young person should pay close attention to. This will detail
what is required.

STEP 1: The young person completes the task.
STEP 2: The young person adds the work. They must add work by clicking the add work button.

STEP 3: The work needs uploaded. If the work they have completed is saved on device they are using they
will select upload from device. If they are uploading a photograph of their work, they can use the Teams
App on their mobile device.

ﬂ Upload from this device

STEP 4: The work is attached. Once a file it selected it will appear. Click ‘done’ to attach the selected file.

STEP 5: The work is handed in. The young person hands in the document by clicking the purple ‘Hand in’ or
‘Hand in Late’.

STEP 6: Confirmation. A purple tick (v ) will display the date and time that it has been submitted



