
17/09/2020Mulberry Learn
How to make the most of our new 
online learning platform

What is Mulberry Learn?

• A new online learning platform which you can 
access from anywhere

• A place to access your classwork and submit & 
track your assignments

• A way of finding extra resources to help develop a 
deep knowledge of your chosen subjects

• A way of speaking to your class and class teachers
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• Mulberry Learn uses Microsoft Teams.

• You can access it:
• through any web browser
• through the phone app
• Through the desktop app

• You just need to log in with your school email and 
password

• We recommend you download the Microsoft Teams 
app to your phone, so that you can easily find your 
assignment and get notifications from your 
teachers.



17/09/2020How does it work?

• When you log in, 
you will see this 
interface

• It looks a little 
different on a 
mobile – but the 
buttons are all the 
same
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• The menu bar lets 
you select what you 
want to look at

• You can access your 
classes in the Teams 
section

• You can view any 
outstanding 
assignments by 
clicking the 
assignments button
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• When you click the 
Teams icon, you’ll see 
all your classes listed 
in this white area

• Click a class to view it 
– you’ll notice it 
expands to show any 
special channels it 
contains

• Most classes will just 
have a general 
channel – everyone 
in the class can see 
this
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• The right hand side of 
the screen shows 
content from that 
class.

• The first screen is 
always the channel’s 
Posts tab where you 
can see 
announcements and 
conversations

• If you have Teams 
installed on your 
phone, you’ll get 
notifications when 
your teacher posts an 
announcement here
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• Each class has a set 
of tabs at the top 
where you can 
access the different 
sections of that class.

• We’ll look at the main 
ones you will use now:
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• The files tab is like a 
mini hard drive for that 
class – you can create 
a folder here and keep 
your work in it

• Any files stored in here 
can be accessed 
through Teams from 
home too (or 
anywhere with an 
internet connection)

• You can even access 
and edit these files on 
your phone or tablet
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• To create a new file 
you can use the 
‘+New’ button and 
select the document 
you want to create

• Or you can upload a 
file from your phone 
or PC using the 
Upload button
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• You can click on your 
files to edit them 
directly in Teams

• Or you can use the … 
button and select 
‘open in desktop’ if 
you want to open the 
file using MS Office (if 
it’s installed on your 
computer)

• If you open the file in 
either of these ways it 
is saved 
automatically as you 
work
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• When you open a file in 
Teams, you can ask other 
people to work on it with 
you at the same time. 
They just need to open 
the file too.

• You will see your changes 
in real time as you edit 
the document.

• You can click the 
‘conversation’ button in 
the top right to chat 
about the document as 
you work

• When you’re done – just 
click closed (the 
document will save as 
you work)
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• There will also be a 
folder called ‘Class 
Materials’ in the files 
tab.

• Your teacher will 
store lesson files here, 
so you can access 
them whenever you 
need.

• You won’t be able to 
edit any files in this 
folder, but you can 
copy them into your 
folder or download 
them to your PC if 
you wish
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• As well as the files 
tab, you have an 
online notebook in 
Teams where you 
can keep notes from 
your lessons

• Your Notebook can 
contain images, 
videos and more

• To access the 
different sections of 
your notebook, click 
the arrow icon in the 
top left
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• The left column 
shows you the 
different notebooks 
you have – there are 
3 types:

• The collaboration 
space is a notebook 
that the whole class 
can edit together -
it’s a great place to 
share things that you 
think will help the 
whole class.
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• The content library 
can only be edited by 
the class teacher. 
They will add things 
here that they want 
you to be able to see 
– but not edit.
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• The notebook with your 
name on it is only visible 
to you and the teacher. 
You can use it to make 
notes on your lessons.

• When you click a 
notebook, you’ll notice 
that it contains different 
sections – you can have 
as many sections as you 
like by clicking the + 
Section button. Think of 
sections like tabs in a 
folder.

• Each section has pages 
inside it – which are 
shown in the right hand 
column, you can add as 
many pages as you like 
with the + Page button
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• Teachers will now set 
your assignments on 
Teams.

• The assignments tab 
will show you all the 
assignments you 
have been set from 
the selected class

• Or, you can use the 
assignments button 
in the toolbar to see 
all your assignments 
from every class
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• To work on an 
assignment, select it from 
the assignments list.

• You will be shown the 
details of the task along 
with any resources or 
worksheets the teacher 
has attached.

• To add work, click the 
‘Add Work’ button – you 
can add new files, files 
from your personal 
OneDrive folder or files 
you’ve already created in 
Teams

• When you’re ready to 
hand in all your work –
click the ‘Hand in’ button
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• When your teacher 
marks your work, you’ll 
get a notification.

• You can view your 
feedback by opening 
the ‘completed’ 
section of the 
assignments and 
clicking the 
assignment (the 
marks are also shown 
on the right)

• The grades tab will 
also give you a 
summary of your 
marks
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• Your teachers are 
currently working on 
creating amazing 
new spaces that 
contain ways of 
finding out more 
about your subjects

• When ready, these 
sites will appear as a 
tab at the top of your 
classes (called 
‘Mulberry Learn’)

• Each subject will have 
a separate site
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• The Explore section of 
these sites will 
contain activities and 
information you can 
use to gain a deeper 
understanding of 
your subject
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• The resources section 
contains resources 
for revising and 
working on practical 
projects

• The experience
section will list any 
current work 
experience 
opportunities
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What should you do and not do when 
using Mulberry Learn?

It’s really important that online spaces are safe and 
accessible for all students. That means we have to think 
about how we use Teams and stick to some rules.

Teams is a little bit like a social media site, in the way it 
lets you chat and share things online.

In pairs, come up with some pros and cons of sites that 
let you do this – what are the benefits, and what are the 
dangers?
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What are the rules?

The best way to remember the rules when using Teams 
is to treat it exactly like a classroom where any of the 
following would result in sanctions:

- Using inappropriate language

- Talking about things that aren’t related to the subject

- Distracting or hindering other students

- Ignoring an instruction from a teacher

- Fighting, bullying or being offensive



17/09/2020Student Conduct
Instant Messaging

Teams lets you message your teacher and classmates 
in the Posts tab. You can also use gifs and stickers.

It can sometimes be difficult to remember that this is a 
professional environment – particularly if you away 
from school when you are reading the messages.

What things may you need to think about before 
posting a message?
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What should you do and not do when 
using Mulberry Learn?

In pairs, think about what we’ve discussed and look at 
the list of pros and cons you made earlier

Design a rules poster to be displayed in classrooms 
which contains your top 10 rules for ensuring that 
everyone can benefit from using Teams, without having 
to worry about the dangers.


