
 

 

 Microsoft Teams FAQ Sheet 

Please see below some frequently answered questions. 

How do I log onto teams?  

To log into teams, you need to have your school e-mail address and school password. Log onto RM Unify using the 

instructions on the previous page, then click on the Teams tile on your dashboard, you’ll automatically be logged in to 

Teams. As with all these programme you must log into RM Unify in Google Chrome.  

 

Teams – How to Login via mobile device 

For Teams, you will log in with your school email address to 

Microsoft office On any web browser, e.g. Google Chrome, 

Internet Explorer, Safari etc, go to www.office.com 

 

Click sign in and sign in with your full school email address. 

 

 You will then be directed to the login page for the RM unify– this is the start of your 

email address and the password you normally use to access your laptop.  

Click on the Teams icon

 

Microsoft Teams is also available as a free app to download on Windows, Mac, iOS and Android devices. The process for 

each device might differ slightly. We recommend downloading and installing the free Teams App to access your work. 

Click the teams icon and your child can access work. Addition help can be found in this video  

How do I hand work into my teacher?  

Your child will receive work through teams as part of live lessons or as an assignment. In most cases students will be 

expected to complete their work in their normal exercise book (if they have it at home), on paper or in their remote 

learning book.  

To complete the assignment the student should chick view assignment and complete any work. To hand work pupils 

should fill out any worksheets that are attached (1) to the assignment and attach any additional work that they have 

used using the add work button (2). Pupils then hand in their work by clicking the hand in button (3).  

http://www.office.com/
https://www.clouddesignbox.co.uk/student-and-parent-guide-to-microsoft-teams
https://www.youtube.com/watch?v=4nZro7tih3s&feature=share&fbclid=IwAR2HRMp7PYhbs9ipWw27B0AN6dSLt52EA166EsiS0WI3k_wwD2QuyxduyuA


 

 

 

 

If at any point a student is unclear of what 

they should do they should discuss this with 

the teacher as part of the live lesson 

through the chat function.  

  

 

 

What should I do if I don’t understand the work?  

If your child does not understand the work that has been set then they should use the chat function within the lesson or 

e-mail their teacher if it is after the lesson has finished. Emails should always be sent using their school email account 

which they can access through RM Unify or www.office.com. 

 

Once in outlook they should click the new message button. In the “To” section start typing your teacher’s last name. 

Their e-mail will then pop up. Once that e-mail is clicked it will be entered and pupils can type up their message. Click 

send and the e-mail will be sent.  

 
Teams can’t connect or there is an unknown error  

If this happens then please do not worry. This can be due to a lot of people logging onto teams at once. Just leave it for 

an hour and try again. This will give time for the system to settle down and allow other students on.  

 

It is also worth checking that you are trying to run Teams through Microsoft Teams currently supports Internet Explorer 
11, Microsoft Edge, RS2 or later, Chrome, Firefox, and Safari 11. If you can it is worth considering downloading the app 
for your computer, tablet or phone from: https://www.microsoft.com/en-gb/microsoft-365/microsoft-
teams/download-app 
 

If you are still having technical issues the please contact IT helpdesk (helpdesk@marriotts.herts.sch.uk) 

We don’t have a video on our computer, or a working microphone is this a problem? 

No, the main thing that students will need to be able to do to access the learning is to be able to see and hear the 

teacher. Students will always be able to communicate through the chat function.  

 

How will I know if my son/daughter has attended the live lesson? 

Staff will be completed registers in the normal way at the start of the lesson. If a students is missing then you will 

receive a notification through the School Gateway App.  

 

We don’t have access to a computer/mobile device, what should I do.  

If you don’t have access to appropriate means for accessing Microsoft Teams then please contact Deputy Headteacher, 

Mr Pearce (b.pearce@marriotts.herts.sch.uk) who will be happy to help. 

 

I have forgotten my log in details  

If you have forgotten your school RM Unify account details that allows you to access Microsoft Teams and your school 

email address then please contact Mrs L Goff (l.goff@marriotts.herts.sch.uk) who will be happy to help.  
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I cannot see my live lessons invites 

If you have managed to logon, but do not see your live lessons in your calendar, then please contact Mrs Leach 

(j.leach@marriotts.herts.sch.uk) who will be happy to support you getting set up. Please note lessons for the following 

day will not appear until 7pm the night before.  

 

Any other queries  

Any further questions or queries then you can forward queries to Mr Whittaker  (M.Whittaker@marriotts.herts.sch.uk), 

Head of Year 11,  who will be happy to help.  
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