
 
 

Teams and Office 365: A guide for students and parents  
 

Students of The King’s Academy can access Office 365 from home.  
During any period of remote access, students will be able to communicate with teachers 
via Teams, which is part of Office 365. This guide will explain how to use both. 

 

Accessing 365 @ home 
1. Go to www.office.com 

2. Click “sign in” 

 

 

 

 

 

 

3. Sign in using your school ID number in the following format: (number@esf-

schools.org.uk)  

 

4. You will now be able to access Office 365, and will see the apps you can use along 

the left hand side of the page (see left.) 

 

 

5. Click on the TEAMS app and choose “use web-based app” if asked. 

 

6. In TEAMS, you will see the classes you are part of. Each tile is a class. 

 
 

7. By clicking on one of these tiles, you will be taken to the “posts” page for your class. 

Here, you can see messages from your teacher. They may post announcements, 

questions or articles for you to read.  
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8. At the top of the page you will see a number of tabs. The “assignments” tab is where 

you will find work which has been set. 

 

 

9. When a teacher sets you work you will see the due date and a button to access it 

(“view assignment”) It will look like this: 

 

 

If the teacher doesn’t give you a template to work on and asks you to create something 

yourself, choose “add work.” 

 

 

  

 

 

You can then either:  

This is the assignment. 

 

 

 

These are the resources 

the teacher may attach. 

Clicking on the 3 dots 

gives you the choice of 

where to open and work 

on it. E.g. if you choose 

Powerpoint and 

Powerpoint is installed on 

your device, it will open in 

Powerpoint.Choosing 

Powerpoint online will 

open the document in 

your we browser (this is 

the easiest way). 



 
 

• Upload a file from your device 

• Create your own file 

• Upload a file from your OneDrive 

 

 

10. When you have finished your work, find the “hand in” button and return it.  

 


