
Accessing Microsoft Teams from the Web 

Step 1: Go to the following site: office.com 

Step 2: On the screen that appears, click on “Sign in” 

 

Step 3: Enter your email: Username used for computer log-in at school + email domain  

                                       ___________________________ @charleston.k12.il.us 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Step 4: Enter your password: Same as computer log-in at school: _______________________ 

  

 

App Dashboard should appear upon logging in.  

 

 

 

 

NOTE: If you don’t see these apps, click on the 

“Waffle” or menu app in the upper left corner of 

your screen.
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Assignments & 

Classes 



Accessing and Turning in Assignments in Teams 

Step 1: Click on the “Teams” icon from your app dashboard (see image above). 

Step 2: Click on the “Assignments” icon on the left of your screen. The list of all your classes 

that have posted assignments will appear. Choose which class you want to look at and click on 

“Next.” 

 

Step 3: Choose an assignment from the list that 

appears. 

 

 

 

 

Step 4: Read the directions to learn 

what your teacher is asking you to 

do. 

The documents under “Reference 

materials” are resources you teacher 

wants to you access and read. 

The documents under “My work” is 

the document where you will show 

your work. 

 



Step 5: To show your work, click on the document in the “My work” area. It will take you to the 

following screen. You can print the document if you prefer a hard copy. You can also edit the 

document by clicking on “Edit Document” and choosing “Edit in Browser.” 

 

  

Step 6: This option allows you to type right into the document and it saves automatically for 

you. When you are finished typing, click on the “Close” button.  

 

 

 

 

 

 



Step 7: This will take you back to the launch page for the assignment. Notice the blue text is my 

typing. Click on “Close” button again to return to the Team assignment page.  

 

 

Step 8: Final step. “Turn in” the assignment! 

 

 

 

Turning in Assignments You have Saved in Documents 

 

Step 1: To add a document that you have saved on your computer, under the My Work section 

click on “+ Add work.” 

 



Step 2: In the window that pops up, click on the “Upload from this device” button at the 

bottom. 

 

 

Step 3: From the window that pops up, click on the file you want to upload. Then click on 

“Open.” 

 

Step 4: Once the file loads, click on “Done.” 

 

      Step 5: Final step. 

“Turn in” the assignment! 

 


