
Frequently Asked Questions 

Using Microsoft Teams for distance learning 
Microsoft Teams is the application you will mostly be using during your time away from school. Some of 

you will be already familiar with how to find all the features you need. This document is for those who 

have not used it before. 

Accessing Teams 
You can access Teams through Office 365 (using the same website for your school email – 

webmail.tenby.edu.my)  

 To login, you need to know your student ID and use it in the email address structured like this: 

sep.xxxx@student.tenby.edu.my 

 The standard password is either SEP!stu123 or SEP!stu (unless you changed it. If you did and 

can’t remember it, please email Mr Mellor on andrew.mellor@tenby.edu.my and he will apply 

for a password reset to the first of the standard passwords above). 

 

 Once logged in, you can access Teams by clicking on the nine dots in the top left, like below: 

 

 

The other way is to download the app from the Internet (https://teams.microsoft.com/downloads). You 

can download it onto many different devices: 

 

https://teams.microsoft.com/downloads


Finding Your Class 

 

All your classes will be shown on the main homepage like the example below.  

If your class has used Google Classroom this year, you will continue to use that as before. 

 

When you click on a class, you will be taken to it’s Team page.  

You will first see the chat stream.  

This is a place you can send message to your teacher and others in your class.  

Outside of the main video stream you will get each lesson, this will be the main method of 

communication with your subject teacher. 

At the start of every lesson, it is a good idea to say hello to let your teacher know you are ready to learn. 

This will help them check if the whole class is ready to go. 

 

  



If you click on Files at the top of the page, this may be used by your teacher to store resources you might 

need for the lessons. 

 

 

  



Taking part in your lesson 
To get involved with your lesson, you need to be logged into Teams.  

When the time comes for your lesson, you will get a notification in the chat section.  

 

Simply click on Join to get into the video conference. 

Remember, there will be a lot of you in the video conference. We will use the same behavior standards 

we follow in the classroom when in the video chat.  

Once you are in, follow the instructions given by your teacher. 

  



Finding and handing in your assignments 
You will be given assignments to do during the time away from school.  

These will be issued by your teachers and you are expected to complete them by the deadline given.  

To find the assignments set for you, click on Assignments. 

 

Once in this section, you will see the assignments for this subject.  

If you click on the Assignments icon on the left of the page, you will see all the assignments set by all 

subjects. 

 

When you click on an assignment, you will be taken to the details of what you need to do. 



 

Here you can see instructions on how to do the work set.  

If a resource has been supplied by the member of staff, it will be accessible here. 

Once you have completed your work, you are to click on the ‘Add work’ link, shown above. 

 

To access a file stored on your device, click on ‘Upload from this device’.  

The usual file manager option will appear to allow you to select your work. 



 

It will appear on the screen like this. Allow time for large files to upload.  

Once you are ready to hand in your work, click on ‘Turn in’.  

 

 

You will know it has been turned in because the button will now say ‘Undo turn in’.  

If you handed in by accident or forgot to finish a question, click on this button to get your work back.  

If you do this, make sure you resubmit once you are done. 

 

If you have any issues logging on, submitting your work or getting into the video lessons, let your subject 

teacher know and they will work with you to find the best solution. 

 



1. How do I login to Microsoft Teams? 

Kindly please go to http://webmail.tenby.edu.my and sign in with your email’s login credential. Then 

click on Teams icon which circle in Red to launch the app. 

 

 

2. How to join Microsoft Teams Classes? 

Once the app is launched, choose the respective class and click on the icon circle in Red to join Class. 

 

 

 

 

http://webmail.tenby.edu.my/


3. Where do I get the Class’s Teacher Files? 

Once you’ve joined the Class, there are multiple tabs in General, click on the ‘Files’ tab circle in Red. 

 

 

4. Which Files to click from Class’s Files? 

Choose the respective dates to access the Class Teacher’s Files base on folder name. 

 

 

 

 

 



5. How to submit assignment in Microsoft Teams? 

On the General module, click on Assignments tab and turn in your work once you’ve done assignment. 

 

 

6. How to interact with Class Teacher in Teams? 

Click on Posts tab in General module and post comments or questions here. 

 

If you still have questions, feel free to check out Microsoft’s site below for more support information. 

https://docs.microsoft.com/en-us/MicrosoftTeams/teams-overview?redirectSourcePath=%252fen-

us%252farticle%252fFrequently-asked-questions-about-Microsoft-Teams-%2525E2%252580%252593-

Admin-Help-05cbe533-2181-4e95-a4b0-52cd7695fafc 

https://docs.microsoft.com/en-us/MicrosoftTeams/teams-overview?redirectSourcePath=%252fen-us%252farticle%252fFrequently-asked-questions-about-Microsoft-Teams-%2525E2%252580%252593-Admin-Help-05cbe533-2181-4e95-a4b0-52cd7695fafc
https://docs.microsoft.com/en-us/MicrosoftTeams/teams-overview?redirectSourcePath=%252fen-us%252farticle%252fFrequently-asked-questions-about-Microsoft-Teams-%2525E2%252580%252593-Admin-Help-05cbe533-2181-4e95-a4b0-52cd7695fafc
https://docs.microsoft.com/en-us/MicrosoftTeams/teams-overview?redirectSourcePath=%252fen-us%252farticle%252fFrequently-asked-questions-about-Microsoft-Teams-%2525E2%252580%252593-Admin-Help-05cbe533-2181-4e95-a4b0-52cd7695fafc


7. How to join Google Classroom? 

Join a class with a class code—If your teacher gives you a class code, use this code to add yourself to the 

class. Your teacher might give you the code while you’re in class or email it to you. 

Accept an invitation from your teacher—If your teacher sends you an invitation, you’ll see Join on the 

class card on your Classroom homepage. 

 

 

 

 



8. Where to open Homeroom Files in Google Classroom? 

Once you’ve login to Google Classroom, click on the respective ‘Homeroom’ tab to access the file. 

 

 

 

9. How to access Classwork in Google Classroom? 

Once you’ve entered Homeroom page, click on ‘Classwork’ tab on the top panel to access class work. 

 



 

10. How to interact with teachers in Google Classroom? 

You may post your comment and question on ‘Stream’ tab on the top menu. 

 

If you still have question about Google Classroom, please click on below link to find out more info. 

https://support.google.com/edu/classroom/?hl=en#topic=6020277 

In case there’s any technical difficulty accessing Microsoft Team or Google Classroom, kindly call 03-

33626970 IT Helpline for further assistance. 

 

 

 

https://support.google.com/edu/classroom/?hl=en#topic=6020277

