
We will be using Office365 as a learning platform to set work for each class during the school term 

weeks whilst the school is closed or for peiods where a pupil has to self-isolate due to COVID-19 

risks. 

Children will each have a username (email address) and a password that will enable them to access 

the learning platform (printed in their reading records) 

Steps to follow when logging into Office365 

1. Type in Office365 into your browser. 

2. From the search, select Office365 login. 

3. Enter your full email address  

4. Enter your password (case sensitive) 

At this stage, you should see the apps available to use within Office 365 

 

 

 

 

 

 

5. Select Teams 

6. Click on your class tile  

7. Most of your tasks will be set within the assignments tab. However, you may find additional 

information relating to the task in the file tab (you will be directed to resources you need). 

 

8. You will see an assignment tab on the left side of the screen. If you have a 

live task to complete, there will be a red dot next to the icon.  

 

 

 

9. When you click on the assignment icon, you will need to select the class and then click the 

next tab. 

 

 



 

10. Click on the assignment and this will prompt you to add work and select which software you 

would prefer to use. 

11. Then select the attach tab. This will return you to your assignment page and you will see a 

document ready to use. 

12. Click on the newly created document and a new word document will appear. 

13. When completed, you can close the document and you will return to your assignment page. 

At this point, you can select the ‘Hand in’ tab or open it again to continue or edit your work. 

14. If you select the ‘Hand in’ tab, you can still retrieve and edit your work until the deadline 

date. 

 

 


