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Useful Apps for Learning 

Microsoft Teams 

Teams is an all in one virtual 

classroom that incorporates chat, 

video, Files, meetings, assignments, 

and apps in one central place. You are 

best to download this app onto your 

device.  

Microsoft OneDrive 

This app allows you to access files 

saved to cloud storage on any device. A 

great way to be able to access work 

both in school and at home. 

Microsoft Office 

This app combines Word, 

PowerPoint, Excel and more into 

one app. You can use this in 

Glow to create and edit files 

also within Teams or download 

the individual apps at home 

onto their device. 

Microsoft Lens  

This app allows you to scan 

written work, turn an image 

into a document and much 

more! You can use Immersive 

Reader on printed text by 

taking a picture of it and 

uploading to the app. 

Microsoft Outlook  

Access your school (Glow) 

emails quickly and conveniently 

on the go! 

Microsoft Notebook  

Class Notebook is like an electronic 

jotter for you to take notes and 

complete tasks and keep all your work 

in one place. Downloading this app 

makes it easier for you to access it on 

a mobile device. 

These apps will require you to login using your Glow email (username@glow.sch.uk) 
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Glow 
Glow is Scotland’s digital learning network. Every pupil in Scotland has a 

unique username to enable them to log into Glow. Your Glow username is 

the same one you had at primary school. They all follow the same format: - 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

gw is short for Glow 

Year you joined Glow 

Unique Username 

gw12username 

Logging into Glow 
At the computer open a web browser and 

search for Glow Login. 

Locate the correct website and open it. 

Enter the username and password that your 

teacher gave you earlier.  

You will be asked to change your password 

the first time you log in.  

 

You can watch the video: -  

Logging into Glow 

Your Glow Username, Email and Password 
Your teacher will give you a copy of your Glow username, email address and password. 

You should take a note of your username.  

https://flipgrid.com/969f4305
https://flipgrid.com/969f4305
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Launchpads  
When you log into Glow you see a pupil Launchpad. The first time this will be the school 

launchpad.  

You have your own launch pad which you can customise with the apps you use the most. 

Once you have done this you will automatically start with your launchpad in future.   

Your 

Launch Pad 

School 

Launch Pad 

Scotland 

Launch Pad 

Falkirk Council 

Launch Pad 

Launchpads 
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Your Launchpad 
Add the following Apps to your Launch Pad 

• Teams 

• Mail 

• Show My Homework 

• OneDrive 

To add an app to your Launch Pad click the “I” icon in the corner of the app tile 

Next click on Add to my Launch Pad 

 

 

 

 

 

 

 

You can watch the video: - Adding an App Tile to your Launch Pad  

https://flipgrid.com/58391af4
https://flipgrid.com/58391af4
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Teams 
Microsoft Teams, also referred to as simply Teams, is a communication and 

collaboration application that combines chat, video meetings, file storage, and 

other apps. It is a virtual classroom.  

Normally your teacher will add you to a Team, but they may give you a join code.  

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

Teams Overview 
In Glow locate the Teams app tile on your launch pad 

Click it to open the app 

 

 

 

 

 

 

This shows you all the teams that you are currently a member of. Click on your Team to 

open it 

 

You can watch the video: -  

Microsoft Teams Overview  

 

Post a new comment 
In your Team post a new comment, add in an emoji, GIF or sticker if your teacher has 

enabled them. 

 

 

 

You can watch the video: -  

Posting Comments 

https://flipgrid.com/4ac796d5
https://flipgrid.com/4ac796d5
https://flipgrid.com/e96f8b0f
https://flipgrid.com/e96f8b0f
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                                 At home you can download the Teams app onto your own 

device 

It is available for Mac and PC computers, tablets and mobile 

phones 

At 

Home 

Files within Teams 
In the Teams General channel go to the Files Tab at the top 

You can upload files here 

Any comments you post with a file attached – the file will go here 

 

 

 

 

 

 

 

 

 

You can watch the video: -  

Teams Files Tab 

Assignments  
In the Teams General channel go to the Assignment Tab at the top 

Here you will find any assignments set for you and any you have already completed. 

Open an assignment that has been set for you and read through what you have to do. 

 

 

 

 

 

 

 

 

 

You can watch the videos: -  

Assignments Overview 

Assignment Feedback from Teacher 

https://flipgrid.com/fd6c8bf9
https://flipgrid.com/fd6c8bf9
https://flipgrid.com/4c3908fc
https://flipgrid.com/487bf9d8


9 
 

Notebook 
OneNote Notebook is like an electronic ring binder. It has various sections within it: - 

• Collaboration Space 

• Content Library 

• Personal Space 

Your Teams may have a class notebook added to them.  

 

 

 

 

 

 

 

 

 

  

Locating Class Notebook  
In your Team locate your Class Notebook 

To do this go to the General Channel in the Team. At the top of that channel click 

on Class Notebook. 

Collaboration Space - Class Notebook  
Add your name and something about yourself in the collaboration space of the 

Class Notebook in your Team.  
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You can watch the videos: -  

Notebook Overview  

Notebook Desktop App  

Downloading Notebook on a mobile device  

Content Library - Class Notebook  
In the Content Library  

Locate the page you wish to copy in the Content Library, right click and select 

copy. Move to your section of the OneNote and right click and select paste to put 

it  into your section of the class notebook.   

Personal Space 
Locate your personal section within the Class Notebook.  

You can add new Sections or new Pages here by selecting  

https://flipgrid.com/5342c6f1
https://flipgrid.com/ee15f315
https://flipgrid.com/ce067a79
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O365 
Office 365 is Microsoft Office for the cloud.  

 

You can download a free copy of Office 365 onto your device 

at home. To do this log into Glow and click the tile below from 

the school Launch Pad. Then follow the on-screen 

instructions to install.  

You can watch the video: -  

Office 365 

 

 

 

 

 

 

 

 
 

 

 

 

 

  

At 

Home 

Locating O365 in Glow 
From your launch pad click on the O365 app tile. 

Here you will see all the apps included in O365.  

 

To create a new document, click on the app icon and select New + 

 

 

 

 

 

 

 

Documents you create in O365 save automatically as you work  

You can watch the video: -  

Creating documents in O365 

 

 

 

 

 

 

 

 

 

 

https://flipgrid.com/fc89c72f
https://flipgrid.com/fc89c72f
https://flipgrid.com/s/6dcad093d228
https://flipgrid.com/s/6dcad093d228
https://flipgrid.com/s/6dcad093d228
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OneDrive 
OneDrive is your cloud storage within Glow. Here you can store all of your work and 

files. You can share work from it with your teacher or other pupils.  

 

 

 

 
 

 

 

 

 

 

 

 

 

 

  

Using OneDrive 
Locate and open the OneDrive app from your launch pad 

Any O365 documents you create will be saved here, you can also  

upload documents from your home device. Uploads from Office Lens  

are saved in a folder here. 

 

 

 

 

 

 

 

You can watch the video: -  

OneDrive 

 

https://flipgrid.com/s/d89ed34719cd
https://flipgrid.com/dc078486
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Outlook Email 
Outlook is your email within Glow. Here you can send and receive emails.  

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

  

Setting up your Email 
Locate and open the Mail app on our launch pad 

The first time you use Outlook you need to set up the time zone  

– set it to (UTC+00:00) Dublin, Edinburgh, Lisbon, London 

Sending an Email 
Click the New Message icon to compose a new email 

 

 

 

 

 

 

 

In the To box - Enter your teachers’ glow  

email address and one other person in  

your class 

 

In the Add a Subject box - Enter a Title  

for your email  

 

Next add in your message in the section  

underneath  

 

Finally, click send 

 

You can watch the video: -  

Outlook Email 

 

https://flipgrid.com/s/560ce7ba3a5c
https://flipgrid.com/s/560ce7ba3a5c
https://flipgrid.com/s/560ce7ba3a5c
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Microsoft Lens 
Microsoft Lens is an app that you can use on your mobile device. It allows you to 

scan your written work, or an image and turn these into documents. You can also 

use Immersive Reader on printed text by taking a picture of it and uploading it to the 

app.  

After installing you should grant access to your files and camera to take photos and 

videos. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Using Microsoft Lens App 
Watch the video on how the Microsoft lens app works  

 

You can watch the video: -  

Microsoft Lens   

 

 

 

Download the Microsoft Lens app at home onto your phone and / 

or tablet 

Search for it in the app store and install 

 

Microsoft Support Page for Lens 

At 

Home 

https://flipgrid.com/63a9b2f7
https://flipgrid.com/63a9b2f7
https://support.microsoft.com/en-gb/office/microsoft-office-lens-for-android-ec124207-0049-4201-afaf-b5874a8e6f2b

