
 
 
 
 
 
 

As part of our blended learning provision, children have access to Microsoft Office. This provides children with Word, PowerPoint, 

Email, OneDrive and Teams. When completing work online, it will automatically save to their OneDrive. This can then be accessed 
when submitting work via Teams. (See attached information).    
       

 
 
 
 
 
 
All children have an email address which is: drs; followed by the year they started school; then their first initial and surname; followed by 
@cclt.education  

 
For example, John Smith who started school in 2015 would be: drs15jsmith@cclt.education  

 
Children know their username and know their password and most children have practised typing this into the computer.   

 
 Children can use this email address to log on to Microsoft Teams. Within Teams children can: access assignments/tasks set by 
their teacher; submit work completed at home; work collaboratively with members of their class; ask questions and chat to their 

classmates. Please remember that these conversations can be seen by the class teacher and should be limited to discussions 
about school work or tasks. Teams also provides direct access to other online learning platforms children have access to, 
including: Conquer Maths; Ed Shed; Times and Table Rockstars. And for those children who use Lexia, it is also available. These 

can be accessed through the tab bar within Teams.  

  
 

 
 

An example of a session on Microsoft Office:  
 

- Children will open a web browser and log in to Office 365 (Google if you need to!) using their @cclt.education email 

address. This will show them all of the available apps including Teams.   
- Children can then see the sidebar menu and choose the app that they would like to work within. By working through 
Office 365, children’s work will automatically be saved and available through their OneDrive folder.  
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- Children can view any tasks or assignments set via the Teams app.  
- Within Teams, children can then click on the assignments tab to see their tasks and to submit work. (See attached 

information).    


