
 

Teams Staff ‘How To’ Guide 

 

To Create a Team/Class: 

Click on join or create Team on the top right of the screen. 

 

Click on Create a team 

 

On the next page select the group you want. 

 

 

 

 

  

 

 



 

For this example, I have chosen class, but it should be the same principle for any of the 
groups. There is a page before this where it asks you to name the group. 

This is where you add the students/teachers/group members. Type in their name and their 
profile will come up. 

 

 

Teams Page: 

Once you’ve set up your class/team you will be taken to this page.  

 

This is the page where you can post questions or have discussion with the class members. At 
the top of the page it has the different options for this team. The main ones we will be using 
are the Posts and Assignments tabs. We will look at the others at another time. 



 

Now we will look at Assignments where you can set work for pupils to complete online. You 
can pre-prepare the work, give them a starter Powerpoint that they can finish, worksheets 
or quizzes, which they can then submit online.   

Assignments: 

When you click on the Assignments tab you will see this page. 

 
  

The next page is where you can begin to create your assignments.  

 

I have clicked on the Create to bring up the options. If you want to create a quiz, it is better 
to create your quiz in Forms first. I will show you how to do that shortly. You can upload 
ready made resources or you can create them in the Teams Assignment page. 

In some ways, it can be just as easy to play with the system and see how it works. 



 

Create a Quiz: 

Go into Forms and click on ‘New Quiz’ and the following page will come up. 

  

My page says Untitled quiz (3) as I’ve created three quizzes now. Give it  name by clicking on 
Untitled quiz and then click on Add New. 

There are different options you can select but I prefer the Choice Option. 

  

You can add as many questions as you like, and you should also click on the tick at the end 
of the correct answer option. You can also add points for the correct answer as well. 



 

You can also put a comment for when a pupil selects a certain answer, although I’m not sure 
how that displays to the pupil. 

 

When you have finished creating the questions, close the form and make sure it is in the  
Forms Section of 365.  

 

I can see my quiz is there, so I am going to go back to Teams and create the assignment.  

 



 

 

When you click on quiz, the following page comes up. 

 

Select the quiz you want, and the following page comes up. 

You need to make sure that the quiz is attached to the page, sometimes it doesn’t come up. 
If this happens, discard the quiz and then do the same process you have just done and it 
should be there. 

On this page you can tell the students what the task is, give them the instructions, set a 
hand in date, time and set which class or students you want to set the quiz for. If you have 
more than one class, you can decide which class you want to assign it to.  

You can also select which pupils in the class that you want to assign it to. 

Once you are ready, you can either click on Assign, which will set the work, or click Save 
which will put it into your draft folder in the assignments tab.  



 

  

Once the task is assigned, you will see this page and you can then click on the Assignment 
and you will be able to see what the student sees. 

 

 

 

 

If you click on Student View you will see what they see. 



 

Creating an Assignment: 

Click on Create again and then select Assignment, which will bring you to the following page. 

 

This  page is the same as the quiz one where you put the information for the work. To add 
the worksheet/ppt/excel spreadsheet, click on Add resources and this page will come up. 

 

You can either select items that are in your One Drive Folders or click on New File on the 
left-hand side. If you choose to make a new file, you create it in the assignment. It is also 
better to create the resources before getting to this point.  

The good thing about creating the resources, is that they can be completely bespoke to the 
pupils and the assignment you are creating. I will sometimes create a powerpoint with the 
required number of slides and I’ll do the title page for them. They then finish off the rest of 
the slides.    


