Accessing Hwb and Microsoft Teams from home

Log into the Hwb website by typing in the URL :- www.hwb.gov.wales. This will take you to the Hwb
website. Then click on Office 365. This will take you to the following screen:IF YOU DO NOT KNOW YOUR HWB USERNAME OR PASSWORD, CONTACT THE SCHOOL ICT HELP
DESK VIA EMAIL at:

Cssc-IcT@hwbmail.net

Log into the Hwb website by typing in the URL :- www.hwb.gov.wales. This will take you to the Hwb
website. Then click on Office 365. This will take you to the following screen:
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This is your teams Dashboard and it shows you the Teams that you are in. You should be in a Team for
each of your lessons. When there is a red dot with a number on a team it means that you have an
assignment to complete. In this example, we will click on 7-6 Science 2019-20

As you can see, this pupil has been assigned a task to complete. To view the task in more detail and to
read instructions, click on the task.
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The instructions are now visible and let you know what you have to do to complete the task. Once you
have completed your work, if you need to upload it, do this by clicking on the ‘Add work’ button
circled above. Alternatively, if you are completing a worksheet that has already been attached, you do
not need to upload (Just click on turn in)

You must now select where you want to upload your work from. If you completed it online, you will
have to attach it from your OneDrive. If you completed it on your computer, you will have to click on
upload from this device.
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Once you have attached your work, you will be able to see it under ‘My Work’
The final step is to click on the ‘Turn In’ button in the top right hand corner of the page as identified
above. Once you do this, your work will be sent to your teacher. If you do not click ‘Turn In’, no work
will be sent.
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