Remote Learning
Technology
Student guide

Contents
Microsoft Teams ................................................................................................................. - 2 Logging in ....................................................................................................................... - 2 Entering a team ............................................................................................................... - 2 Viewing & doing daily assignments ................................................................................... - 3 Viewing assignments for a certain class ............................................................................ - 5 Submitting an assignment using the mobile app ................................................................ - 7 Viewing teacher feedback ................................................................................................ - 9 Accessing class chat........................................................................................................- 10 Accessing an online lesson (Sixth form only) ....................................................................- 12 Meeting settings ..........................................................................................................- 12 Blurring the background ..............................................................................................- 13 Muting your microphone ..............................................................................................- 13 Asking a question in a lesson .......................................................................................- 13 Focus your screen on just the teacher ..........................................................................- 14 Watching a lesson again ..............................................................................................- 14 Quizizz ..............................................................................................................................- 15 Making your account .......................................................................................................- 15 Joining a class ................................................................................................................- 15 Finding your tasks ..........................................................................................................- 15 Trouble logging in? .........................................................................................................- 15 Quizlet ..............................................................................................................................- 16 Making your account .......................................................................................................- 16 Joining a class ................................................................................................................- 16 Finding your tasks ..........................................................................................................- 17 Trouble logging in? .........................................................................................................- 17 Other issues? .................................................................................................................- 17 Help Videos .......................................................................................................................- 18 -

-1-

Microsoft Teams
Logging in
1. Go to http://teams.microsoft.com and log in using your school email address and
password.

2. If you cannot remember your password then you should get in contact with the support
team by emailing support@kingcharles1.worcs.sch.uk. Make sure to let them know your
username and how best to contact you.

Entering a team
1. Go to the “Teams” tab on the left-hand side.
2. Click on the team that you would like to enter.
3. This will then load the “Posts” page. Your teacher will post any important information here
and you can reply to them or others on this page.

Teams
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Viewing & doing daily assignments
1. To view the assignments which you have been assigned for a certain day, go to the activity
tab.

Activity

2. The assignments for you to complete that day will appear at the top of the feed. You can
click on the notifications to go directly to the assignment and find out what you need to do.

Assignments to be
completed
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3. If your teacher has given you a document to complete like the one below. You should click
on the document to open it, and then click edit document.

4. You should now complete the work in the document.
5. When you have completed the tasks. Click close and check the instructions written by your
teacher carefully.
6. If you need to upload a file or picture from your device, then click “+ Add work” and
upload your work.

+ Add work
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7. When you have completed an assignment to the best of your ability. Click the “Hand in”
button to submit your work to your teacher.

Hand in

Viewing assignments for a certain class
1. If you would like to view assignments for a certain class, click the “Teams” button on the
left, you will then see a team for each of your classes. Click the team that you want to find
your assignment for.

Teams
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2. Click the “Assignments” button in the top toolbar.

Assignments

3. The assignments for that class will then be shown. Click on the one that you wish to
complete. And the details for the assignment will be shown.
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Submitting an assignment using the mobile app
1.

If you are asked to submit a photo of your work to your teacher, then it is easier to use
the free mobile app. First, install the app and sign in.

2.

Take a photo or photos using your device.

3.

Open the team that you want to submit an assignment for.

4.

Go to more, select assignments and open the assignment that you would like to submit.

Assignments
appear here.

1
2
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5.

Press “+ Add Work” and take a photo of your work or upload it from your picture
library.

Upload

Add work

6.

You can add multiple photos by clicking add work again and repeating step 4.

7.

When you have uploaded all files, press “Hand in” to send your work to your teacher.

Hand in
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Viewing teacher feedback
1. When a teacher has given you feedback on your work you will receive an activity
notification. Click the notification to view your feedback.

2. Your feedback will appear at the bottom of the screen.

3. You can locate old feedback by going into a team, opening assignments and clicking on the
individual assignment you wish to look at.
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Accessing class chat
You can post a message to your team, everybody in the team will be able to see this post. You
may wish to do this for the following reasons:
•
•
•
•

To
To
To
To

ask for help
find out how others are getting on with tasks
share a link which is relevant to the course
share tips and tricks which may be of benefit to others

Always remember to think “SMART with a heart” when writing a post.
Safe

Keep your personal information safe and do not share it with others. This can
include message, pictures and videos.

Meet

Never arrange to meet somebody who you do not know. You cannot be sure
of who they are.

Accepting

Be mindful before clicking on links or open something online. It could lead to
a virus. Don’t open something if you are not sure who it has come from or
what it may be.

Reliable
Tell

Not everything which we see online is always true. Sources can be out of
date, inaccurate or not entirely true.
If you feel like something is not quite right then report to an adult who you
trust.
Consider how others will feel because of your actions online. Could they be
upset, worried angry? TREAT OTHERS AS YOU WISH TO BE TREATED
YOURSELF.
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To write a post you should…
1. Open the relevant team.
2. Type your post in the box at the bottom of the screen.
3. You can add files and website links to your post.
4. Click the arrow to post your message.

TIPS:
•
•
•
•

To write a post in paragraphs hold shift and press enter to start a new line
You can reply to a post by clicking the reply button underneath it.
You can mention somebody by typing @ followed by their name.
Remember that your teachers will see everything which you post!
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Accessing an online lesson (Sixth form only)
1. Make sure that you have downloaded and installed Microsoft Teams to your device.
2. To be admitted to an online lesson, your parents must have given prior consent.
3. Your teacher will schedule a time for the meeting. You will need to accept the invite which
is sent to you via email prior to the lesson.
4. Just before your lesson, go to the calendar tab on the left-hand side.
5. Locate the meeting on your calendar, click it and then click join.

6. You are now in the meeting.

Meeting settings
Hover towards the bottom of the screen and the meeting settings will load.
Show/hide video

Mute/unmute your
microphone

Further options

Raise/lower hand
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Chat

Leave call

Blurring the background
Go to further options (3 dots at the bottom of the screen) and click “Show background effects”.
This will open a tab on the right-hand side. Select the effect you wish to use and click apply.
Before

After

Muting your microphone
When your teacher is talking, it may be best to mute your microphone to prevent any background
noise. Hover towards the bottom of the screen and click the microphone button. Remember to
unmute yourself if you are asked to speak!

Asking a question in a lesson
If you want to ask a question from your teacher, the best thing to do is to open the chat, send
your question, and click to raise your hand. This will notify your teacher that you have asked a
question and they will answer it for you.
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Focus your screen on just the teacher
To focus on just the teachers screen, click the participants button and find your teacher in the list.
Click for further options to the right of their name and select pin.

Participants

Watching a lesson again
If you have missed a lesson or would like to watch it again then you can access the recording of
it. To do this you should go to “Chat”, find the group for the meeting, and the video will appear in
the conversation. Videos do take some time after the lesson to process and should appear roughly
15 minutes after the lesson has ended.
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Quizizz
Making your account
1. Go to www.quizizz.com and click sign up.
2. Enter your school email address (username@kingcharles1.worcs.sch.uk) and follow the
instructions.
3. When asked for your grade enter your year group.

Joining a class
1. Your teacher will send you a link to open which will add you to their class.
2. When you join the class you will be able to see any tasks which you need to complete and
the deadlines.

Finding your tasks
1. Log into Quizizz and go to recent activity (underneath enter a game code). Any quizzes
assigned to you will appear in recent activity. Click on the quiz to complete it.

Assigned
quizzes appear
here.

Trouble logging in?
To reset your password, you should go to the Quizizz website, click Log in and forgotten
password. This will send a link to your email address which will allow you to make a new
password. Your teacher cannot support you with this!
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Quizlet
Making your account
1. Go to www.quizlet.com and click the “sign up” button.
2. Fill in the details using your school email address. Do not use the Facebook or Google Sign
up! When creating a username, please make sure that this is something which your teacher
can use to recognise you!

3. Create a free account, you do not need to have a paid account.

Joining a class
1. Your email will send you a link via email. Click this link and sign in.
2. Click join class.
3. The class will now appear on the left hand side of the screen.

- 16 -

Finding your tasks
1. Open the class that you would like to do some work and the relevant task will appear under
“sets”.
2. Make sure that you read the instructions from your teacher carefully before beginning the
task as they may want you to achieve a certain score!

Trouble logging in?
To reset your password, you should go to the Quizlet website, click Log in and forgotten
password. This will send a link to your email address which will allow you to make a new
password. Your teacher cannot support you with this!

Other issues?
Please contact mfl@kingcharles1.worcs.sch.uk
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Help Videos
Microsoft Teams
Accessing your daily tasks
Viewing assignments, completing assignments and getting feedback
Submitting assignments with photos on mobile
Online teaching (sixth form only)
Quizizz
Demonstration
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