
Getting started on Microsoft Teams…
a quick ‘set up’ guide for students



How do I access Microsoft Teams?

• Via your email in Microsoft Outlook (you must use your 
school email account)

Click on this in 
the top left 
corner of your 
email

Click on this 
icon



How do I access Microsoft Teams?

• Or you can add it as an App from the App store on your 
device, and sign in using your school email log-in details



How will I know if my teacher wants to set up a class and run a live lesson?

• You will get an email to your school email address, telling 
you that you have been invited to join a Team. You class 
will be coded similarly to this: 2020 11B/Hi1.

• You will know which teacher has set this up
• Simply click on your App or access via your email page, as 

shown previously



What will it look like then?

• Click on Teams at 
the bottom/side 
and all the Teams 
you are in will 
appear like this…

• Click on that



This is what 
you see next 
– it’s a bit like 
WhatsApp, 
where you 
can all type 
messages and 
reply



What about the live lesson?
• If you have a lesson, it will 

appear in your calendar and 
you can just click on it, and 
then click on ‘join’ at the 
scheduled time

• Lessons should be 
scheduled at a time when 
you would normally have it, 
if you were in school

• Your teacher will set up a 
live lesson

• You will get an email that 
invites you to it

• To see if you have any live 
lessons scheduled, you can 
click on your calendar



What about the live lesson?
• Your teacher will 

upload any 
resources for you to 
us

• To use these 
resources access the 
files section within 
the Team
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