
 

How to use Microsoft Teams for the Brilliant Tutoring Programme – Pupil Guide 
 

This guide is to support pupils with using Microsoft Teams for the Brilliant Tutoring Programme 

when they are accessing the tutorials from home. It talks through how to join the meetings 

and how to interact during the tutorials. Your PhD tutor will support you if you have any 

difficulties logging on so do message them on the VLE if you need to. 

 

Ahead of the tutorials, you will find the tutorial link on the VLE in the tutorial section. Your 

teacher will also have access to these links if you have any questions. If you are using a 

laptop, you should use Microsoft Edge if you can to access the tutorials by clicking the link. 

You can also download the Teams app to your computer if you do not have it already but 

running it in Microsoft Edge works best. If you are using a tablet or phone, you will need to 

download the Teams app. You do not need to make an account to use Teams, but if you 

have a school account already you can use this to access the tutorials. 

 

Before your first tutorial, please check the following: 

• You have downloaded the app to the device you are using. You must do this for a 

phone or tablet, but you do not have to on a laptop or computer. 

• You have the tutorial link either on the VLE or from your teacher. 

• You have a working microphone and webcam so that you can interact with the 

tutorials 

• You have a pen and paper to make notes 

• Have a test run to make sure you can use the link and have everything set up! 

 

Just before your tutorial time, click the link and follow the instructions below to join the 

meeting. For your first tutorial, we recommend trying to join five minutes ahead of the start 

time in case there are any problems.  

1. You can find the links to your tutorials on the VLE under Tutorials. At your tutorial time, 

click the link. Your teachers will also have a copy of the link if you need it. 

 
a. If you are using Teams on a web browser, you just need to click or copy and 

paste the link. You may be prompted to download the app but you can click 

“continue on this browser” to continue online. 
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b. If you are using the Teams app, when you click the link you should 

automatically be prompted to open the app. 

 

2. Once you have opened the app or webpage, the following will appear before you 

join the meeting. Your tutor will be the meeting host, so enter your name so the tutor 

knows to let you in. 

 
 

3. You will be placed in a waiting room to join the meeting. Do not worry, your PhD 

tutor will let you in once they are ready. 

 

4. Once you join, we would encourage you to turn on your video and you unmute 

yourself so you can join in the discussions. Your tutor may ask you to mute yourself at 

some points which you can do on the toolbar on your screen. 

 

 
 

 

 

  

Chat function Camera and Microphone 
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5. If for any reason your microphone is not working, or if your tutor asks you to, you can 

send a message to everyone using the chat button. This is clearly visible on a laptop, 

on a phone or tablet you will most likely find this button at the top of your screen 

once you tap it once. You cannot send private messages, these will be visible to the 

whole group. If you need to send a private message, you should do this on the VLE. 

 

6. You can also “raise your hand” if you would like to ask a question. Click on the three 

dots, which will give you more options. 

 

7. At the end of the tutorial, you just need to click the leave button on your screen. 

 

8. Your PhD tutor will record the tutorial. This is to ensure that the tutorial is a safe 

environment for everyone taking part. 

 

9. Outside of the tutorials, if you need any help or support, you can contact your tutor 

through the VLE.  

 

 

 

 

 

Microsoft Teams Browser Compatibility 

Please note that Microsoft Teams is not available on Internet Explorer, Firefox or versions of 

Safari before 13 and works best with Microsoft Edge 

 


