
Using	the	Team	Application	in	Hwb	
	
•  Log	in	to	Hwb	using	your	child’s	username	and	password.	
•  Click	on	Office	365.	
•  Select	Teams.	
•  Your	child’s	class	should	be	in	a	box	on	your	screen,	click	on	the	box	

•  Along	the	top	of	the	screen	are	the	following	options:	

•  Posts	–	You	or	your	child	can	message	the	teachers	if	they	need	help	
or	if	they	have	finished	a	task	you	would	like	them	to	see.	

•  Files	–	The	teachers	will	put	tasks	into	the	folders	for	the	children	to	
complete.		They	can	save	them	into	their	own	folder	for	the	teacher	
to	mark.	



Using	the	Team	Application	in	Hwb	
•  Class	Notebook	–	This	is	like	a	class	scrapbook	where	all	the	children	

can	add	their	own	writing	and	pictures.	

•  Assignments	–	Your	teacher	may	send	you	an	assignment	/	task	to	
complete.	

PLEASE	NOTE	–	AS	THIS	IS	A	SHARED	FILE	AREA	ALL	THE	CHILDREN	
HAVE	ACCESS	TO	ALL	THE	FILES.		If	you	would	prefer	to	email	work	to	
the	class	teacher	or	put	work	on	J2E	that	is	absolutely	fine.	


