
How to Access/Create Microsoft Teams 

1. Go to https://www.office.com Click Sign In. 

 

https://www.office.com/


2. Enter your login credentials.  Type in your email address.  Click on NEXT. 

 

 

 

 

 

 

 



3.  Click on Work or School Account. 

 
 

 

 

 

 

 



4.  Type in your password.  This is the same password used to login to your teacher computer at school. 

 
5. You can choose Yes/No whether to stay logged in or not.  If it is your own device, I normally click YES. 

 



6.  This is the Microsoft Office 365 landing page where all apps are available.  Click on TEAMS.  

 



7.  To Create a new Team, select the Join or Create Team. 

 
 



8. Click Create Team. 

 
 

 

 

 



9.  Select Class as the Team Type. 

 
10. Enter a name and optional description for your class team, then select Next. 

 



11. Add Students to a Class Team, by clicking on Students Tab.  Type in the search bar and then click ADD to include the student 

in the Class Team.  You Can also choose to SKIP adding students and add them later.  If you have a student teacher or team 

teach a course, you can also add them in this same area.  Be sure to click on the TEACHERS Tab before beginning to add a 

teacher. 

 

 

 

 

 

 



12.  Adding Students to a Class Team – ONLY if this wasn’t completed in the set-up portion of the Class Team.  In order to add 

students to your team later…..Navigate to the class team you’d like to add a student to, then select more options.  Select Add 

Member and follow the steps listed above. 

 
 



Assign Student Work 

 

1.  Navigate to the General Channel in the desired Teams Classroom by clicking on the arrow next to the Class Team. Select 

Assignments. 

 
 

 



2.  Click on CREATE and then Click on ASSIGNMENT. 

 

 

 

 

 

 

 



3. Enter Title for the assignment.  Continue to fill in the assignment details including additional instructions, resources, 

points, and edit the due date.  The assignment can be for the entire class or for individual students.  Click Edit for more 

assignment options.   

 

 

 

 

 

 

 



4. To attach resources to the assignment, click ADD Resources.  This step will enable you to add a document from your 

OneDrive or computer.   To add a document from your compute click on Upload from this Device link and then browse 

for the document.  Click Attach once the file is selected or done if using a file from your computer.   

 

 

 

 

 

 

 

 

 

 

 

 

 



Once the file is uploaded, choose whether the students can edit the document or not by clicking on the more options next to 

the assignment. 

 
 



5. You may attach a rubric that you have created for the assignment or create your own within Teams.  Click on ADD Rubric.  

Rubrics are optional and not required to complete the assignment process. 

 

 

 

 

 

 

 



If choosing ADD New Rubric, an editor will open on the screen.  Add a Title, Description, and turn on Points if point values will be 

assigned to this assignment.  The rubric may be customized based on your grading criteria if Excellent, Good, etc is not used in your 

classes.  To change the wording of the grading criteria, click inside of the text box where it states Excellent, Good, etc.  Click Attach 

when complete. 

 

 

 

 

 



8.  When the assignment is ready to be viewed by students, SELECT Assign.  Students will be notified that a new assignment has 

been posted for them to view.  If you would like to save the assignment as a draft for only you to view, SELECT SAVE. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Grade Student Work 

1.  Each Class Team has a Grades Tab where you can view assignments at a glance or track how students are progressing in your 

class.  To open the Grades Tab, click on the General Channel of the Team and SELECT Grades. 

 

 

 

 



2.  To track student progress from the grades tab you can see the assignments appear in rows and students in columns.  

Assignments are arranged by due date with the nearest date at the top.  To view an assignment in the Grade Tab, click on the 

Assignment Tile to open and view it. 

 

Status of student work will appear in the cell associated with their name and the assignment.  There are four categories: 

Blank:  No action has been taken 

Viewed:  Opened and viewed the assignment 

Turned In:  Student has turned in the assignment 

Returned/Points:  If assignment does not have points associated with it, will display as returned.  Points will display if there 

are points associated with the assignment. 



Review, Provide Feedback, Return from the Grades Tab 

1.  Click on the General Channel of your Class Team and Select Grades.  Select more options (…) for that submission to open 

student work and start grading. 

 

 

 

 

 

 

 

 

 

2. Enter feedback for the assignment as necessary and points (optional) if using.   

3. Click Return to release the feedback and grade to the students. 

Note: 

Return also allows the teacher to return the assignment to the student for correction. 

Utilize the arrows beside the student name to quickly navigate to other students for this assignment.  

 

 

 

 



Review, Provide Feedback, Return from the Assignments Tab 

1.  Navigate to the General channel of your desired class team and select Assignments. 

2.  Once Assignments have opened, select the drop-down arrow beside Assigned to open assignments that are yet to be 

graded.  

             Assignments with work left to grade are automatically sorted to the top of your list.  

3.  Select an assignment from the list to review, enter points (optional), and provide feedback 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. When the assignment opens, you can select the feedback box to enter Feedback or you can enter points (optional). 

 

 

 

 

5. When review and feedback are complete, you can select the checkbox to the left of the student name and then select 

Return.  The students you selected will receive a notification within Teams that their assignment has been returned. 

Note:  Select the top checkbox and Return to return work to all students or select the checkboxes next to individual student 

names. 

 

 

 

 

 

 

 

 

 

 

 

 



Customizing and Navigating your Classroom – Introducing Channels 

In Microsoft Teams, teams are groups of people brought together for work, projects, or common interests.  Teams are organized in 

channels.  Channels are dedicated sections within a team to keep conversations organized by specific topics, projects, disciplines 

whatever works for you and your class.  Channels are places where conversations happen and where the work is done.   Channels 

can be open to all team members or, if you need a more select audience, they can be private.  Standard channels are for 

conversations that everyone in a team can participate in and private channels limit communication to a subset of people in a team.  

 

1. Navigate to the class team you'd like to add a channel to, then select more options ( … ) next to your class team name. 

2. Select Add channel. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Enter a Name and an optional Description for your channel. 

4. Select the type of channel from Privacy- Standard or Private. 

5. Check the box to automatically show this channel in everyone’s channel list. 

6. Click Add. 

 
 

 

 

 

 

 

 

 



Create a Tab in One of your Class Team Channels 

 

The tabs at the top of each channel link to your favorite files, apps, and services.  Tabs can be added to your team to provide 

a resource rich immersive environment.  You can add a document or presentation that people can view or co-edit as a team, 

a planner for tracking tasks and managing work items, or a secure website those members of the channel can reference 

easily.   

 

1.  Navigate to the class team and channel you'd like to add a tab to, then select the plus (+). 

 
 

2. Select the type of tab you would like to add and follow the onscreen prompts to add a tab to the channel. 
3. Select Save. 

  

 

 

 


