
Accessing work in Teams 
The Rowan Learning Trust  – Teams Instructions 

 

This guide will show you how to access work on MS Teams 

 

Step 1:  
Once you have accessed and logged into Office 365, select MS Teams from app options. 

 

 

 

Step 2:  

In MS Team, every team represents a class.  You will be presented with a screen that will show all 
the classes you are a part of.  Select the class with the work you wish to complete.  

 



Step 3:  
Once you have selected the team,  you will need to select Class NoteBook. 

 

 

 

Step 4:  
Select the ‘Greater Than’ sign in the top left-hand side of the Class NoteBook. 

 

 

 

 

  



Step 5:  
Now select your name.  The sections of work available to you will appear below your name. 

 

 

Step 6:  
Select the page you want and then click on the work to start. You can type directly onto this page 

and it will automatically save and be shared with your teacher. 

 

 

Joe Blogs 

The pages of work available to 

you will appear in the next 

column. 

Joe Blogs 



Step 7:  
Some pages will have files for you to download, double click on the file and a dialogue box will open 

asking you to ‘Download’ or ‘Cancel’. Select ‘Download’ 

 

 

 

It will then download to your computer into the ‘Downloads’ folder, you should also be able to see it 

in the bottom corner of your screen. 

 Click on the file here to open it 



Step 8:  
If you have downloaded a file and need to upload it back to OneNote, then you will first need to save 

the file on your computer.  Then click on the OneNote page where you want the file to go. 

 

 

 

 

Click on ‘Insert’ 

 

Then click on ‘File’ 

 

Then select how you want to insert 

the file. 

When this dialogue box appears 

select the ‘Choose file’ button and 

then find the file you saved on your 

computer. 

 

Once you have done this select the 

‘Insert’ button. 


