
Go to Office 365 and enter your 
school e-mail address here. 

Enter the password for your 
school e-mail address here and 

sign in.  

Introduction to Teams & E-Learning



You can decide whether you want to 
stay signed in to avoid logging in several 
times, or whether you want to be logged 

off when you close your browser. 

Click on the button Teams. 

If you cannot find Teams, you 
can click on All Apps and then 

click on Teams 

Click on YES if you are the only one 
using this device. Otherwise anyone 
else using this device can see your 

account 



You will now be able to see all the Teams you have been assigned to by your teachers. 

Working on assignments and handing them in 

You can see the assignments in the Posts tab of this team. 

This red dot will inform 
you that there is a new 
assignment for you in 

this Team. 



Click on the exercise and work on it. Make sure that if you are doing the exercise online, you close the document 
after completing it.  

… the exercise can also 
be found under 

assignments 



You can add additional files, photos, links, 
scans etc. here. 

You can upload the files 
from your One Drive 

folder… 

…from Teams 
documents 

…or from your 
PC/Laptop/Pad. 



Do not forget: you must turn in your assignment – if not, your teacher will not receive it. 

You will receive a notification that your assignment has been handed in. If you want to still correct something after 
handing it in, simply click on “undo turn in”.  



In the Posts Tab, you 
will get a message that 

your assignment has 
been handed in.  

And you will receive a 
message that it has 

been completed 



Chatting within your Team 

Either you have done a 
good job …  

…or you have the chance 
to correct it and hand it 

again! 

Here you can start a 
conversation with your 

team members or 
comment / respond to 

their messages.  

Click here to send your 
message 

You can format your 
messages, add files (use 
paper clip sign), add an 

emoji, a GIF etc. 



Use the @ sign if you 
want to write to one 

member of the group. 
However, be mindful 

that your message can 
be read by EVERYONE in 

the Team. 

You can delete your message by clicking on the 3 dots 
next to your message (more options) 



Private chats 

You can now have a private chat. 

On the left hand side 
click on the Chat 

button if you want to 
chat with someone 

privately and then on 
“New Chat, to start 
the conversation. 

Type the first few 
letters of the team 

member you want to 
chat with. The name 

you are looking for will 
appear in a grey field 

underneath. 

If you move the cursor of your mouse 
(shift-pad) to the initials, a field will 

appear. You can use the buttons here to 
send an e-mail to or call your team 

member. 



Organising my files and folders (a file is a single document, a folder is where you file your document!) 

You can save your work as files and folders in OneDrive. We recommend that you organise your work just like you 
would organise your papers – create a folder for each subject (e.g. Deutsch, Geschichte, Biologie) and create 
subfolders in your subject folders if necessary (e.g. Kurzgeschichten could be a subfolder in the Deutsch folder).  

You can create new folders by clicking on the “New” button. 

You can access your 
documents by clicking on 
the “Files” Tab on the left. 

Under the “Files” Tab in 
Chat, you can add files that 
you want to share with your 
partner. Your chat partner 
can also share files with you. 

You can create new files 
and folders by clicking 
on the “New” button. 



Here you can upload your 
documents, either from 
your computer or from 

OneDrive 

Quick help – Handing in an assignment 

(for more details please see introduction tutorial) 

1 



2 

3 

Mute chats in teams 

Select “Chat” on the left side of the menu 



Click on “mute” 

Click on the tree 
dots … next to the 
chat you wish to 
mute 



Want your instructions to stand out? Want to announce something important to 
your TEAM? 

GO to Posts in the General 
channel and click on the A at the 
bottom of the page. 

In the top let-hand corner, click on the drop-down box (New 
Conversation / Announcement) 

Click on Announcement 
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