Kelvindale Pri Schodl
Support to access Microsoft Teams on a laptop or desktop device

Step | — Access Glow

@ GCoto https:/ / gLow.rmu.ang.com/ - you should see the screen below.

Mgt

@GlowScot Tweets

Glow Scot @GlowScat 23 Sep, 07:05 am
glow ] .
L Office 365 allows you to share your content with
#GlowScot users and non-Glow users. Find out

more about sharing fi... https://t.co/7¥IwrRbGFM
[adiR =08 4

Sign in
Username or Email Address (required)

ed053kturnbull@glow
Expand

Glow Scot @GlowScat 22 Sep, 10:05 am
glow
e Have you created a blog using Glow Blogs?
We'd love to hear about how you found creating

your blog, what inspired y...
https://t.cofwlAIQBG231

Password (required)
Enter the password
| have forgotten my password

Remember me Need A Glow Login? Expand Il

Cnly Glow users are allowed to access this service. If you do not
have a Glow username and password then you may be committing
an offence by trying to gain access to this service,

Glow Scot @GlowScat 21 Sep, 07:05 am

Glow Blogs can be used to make simple blogs or
complex websites. View our recent webinar with
lots of useful tips t... https://t.co/gwURChWyQD

Expand =T

Get your child’s username and password information (this has been issued separately)

Enter the username and password in the boxes shown.

Your username will follow the pattern gwlOsurnamefirstname@glow.sch.uk Please ensure that you incude @glow.sch.uk
If you have not received or have lost the username/password. please contact snicol@kelvindale-pri.glasgow.sch.uk

Once you login you should see the GLOW Launchpad. (see below). Please find and click the Microsoft Teams tile. The Teams logo
should consist of 2 purple ﬂgu.res and a purple box with ‘T" in the centre.
You may, at times, be asked to enter a username/ password once you click on the tile — please note this is the exact same username

(LndudLng @glow.schuk) as your GLOW Logm details.
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Step 3 — Accessing the dass Team

Once you have accessed teams, please dlick on Teams (which will be on the left hand side of the screen — see fig |.)

This will then show you all of the Teams your child is part of — for most, this should only be the class team which will take the
format of Primary 6a - KPS, Primary Ib — KPS etc. (see fig 2.)

Click on the Team to access it.

Once you are in please take some time to experiment and familiarise yourself with the programme.

There is a help icon at the bottom of the screen should you require any further support at any time.

ry 1b - KPS ima Primary 4a - KPS

Primary 5/4 - KPS

Step + - Navigating the Class Team

®  Once in Teams your screen should look like this.

Welcome to Primary 2a - KPS
y ant to st

W

Uplosd Class Materials

There are two channels ‘General” and ‘Class Chat’.

The ‘General’ section is where meeting will be scheduled and where you will be able to join the meetings and chat with the teacher.
There will be no chat/posts in the general section other than scheduled meetings

Children may dick on dass chat — children can post/chat to each other here — Please note this chat is monitored daily by the class
teacher and the Senior Leadership Team. The purpose of this chat is to allow children to continue friendly communication in the
absence of face-to-face interaction.

Step 5 — Joining a. scheduled meeting

Once in your class team, you should dick on the geneml link .

You will then see a meeting scheduled (please see below)

You should then dick on the 3 small dots on the top right hand corner (circled in red)

Click on View meeting details

Click on the purple "join” icon

When joining the meeting please ensure cameras are switched on but microphones are switched off — teachers will invite children to

unmute. This will prevent background interference.

General Posis Files Class Notebook Assignments Grades -+

Upload Class Materials Set up Class Notebook

& SNicol 12/1410:24 AM
Neo | Scheduled a meeting
u DropIn1
Tuesday, December 15, 2020 @ 10:00 AM

= View meeting details




Teams Help

@ Teams has excellent support once you are in the Team, dick help and search by topic/ what's new etc.

Q

Education Training

Introduction

Teams f°ucation

QGuides and. tutorials
Guides to help with Teams are available online. Here is an excellent quick start tutorial, as well as links to others.

https://support.office.com/en-gb/ article/microsoft-teams-video-training-L-fl08e5k--2L-Ob-L+ 35|-808L--bl08Hf0d.21d 7
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Troubleshooting

Accessing MS Teams from a Mac
Please note that MS Teams does not work on Safari (Mac's default browser). If your child/ren are using
Mac oomputers/ laptops please download the Google Chrome browser (for free) in order to allow them access

to MS Teams as normal via their Glow login.

Accessing MS Teams from a PC
Teams and Glow work best from the Google Chrome browser. If you are experiencing problems such as

greying out of content, try switching from Explorer to Chrome. You may be asked to verify your Microsoft

account, in which case use the following email format gw20surnameforename@glow.sch.uk

Accessing MS Teams from a Mac

MS Teams does not work on Safari (Mac's default browser). If you are using Mac compu.ters/ laptops please
download the Google Chrome browser / Edge (free) in order to access MS Teams as normal via your Glow
login.

Useful Info

You may be prompted if you wish to turn on desktop notifications — | would say yes to this.

You will know if there is new activity in a Team if the Team name has turned bold. If you have been
mentioned there will be a red bubble on the Team.



https://support.office.com/en-gb/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7
https://www.youtube.com/watch?v=ZgmIucYKiZM
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o e Support to access Microsoft Teams on a tablet/iPad

If you are using a tablet/phone the MS Teams tile does not work. In order to access MS Teams

from a tablet or phone download the free MS Teams App. You will then be prompted to login

to the app. When logging into the app please use your child's Glow email account which follows
the following pattern gw20surnameforename@glow.sch.uk

You, in theorg, should onlg be requtred 1o enter this email once for the initial set up.

Step by Step instructions. ..

®@Co to the App Store or Google Play and search for TEAMS.
@The one you want is Microsoft TEAMS. It is free.

®@Press Get. This will download the App. (Size is 8lk).
®@Once downloaded, open the App.

@The sign. in page will pop up. Enter your GLOW email address
(eg. Gw20surnameforename@glow.sch.uk) into the sign on page.
@Enter your password, — this is the exact same as your GLOW details.
@This will then take you to the GLOW sign on page — please re-enter your
username/password here and dick ‘sign in’.

®@You should now be set to access the TEAMS app.



mailto:Gw20surnameforename@glow.sch.uk

