
Use your internet browser to search Office365 https://www.office.com  

Click on Sign In and follow the instructions.  

 

Enter the user name and password that has been 

emailed to you or placed inside your Home Contact 

Book. 

 

Once you have entered your personal login details, 

click on Sign In 

Click on Yes if you want to store your login details. This 

will make it easier to access your account each time 

but means that anyone can access it too.  

Click on No to enter your username and password 

each time. 

You will now be given a list of Microsoft applications on 

the left hand side of the screen: 

Windows 

Excel 

PowerPoint 

Outlook 

OneDrive 

OneNote 

SharePoint 

Teams 

Sway 

Forms 

Click on Teams 

Virtual learning-How to Use Microsoft Teams 



You now need to download Teams.  

Choose which option you want to use. This may vary 

depending on your device (laptop, PC, iPad, mobile 

etc). 

 

You may need to try both options. 

You will now see a navigation bar on the left hand side 

of your screen. 

Click on Calendar. All of your virtual sessions will be 

scheduled here. 

 

Click on the session you wish to join 

Click on Join. 

 

You will then be asked to allow or block the 

use of your camera and microphone.  

Click Allow 



Click on Join Now. 

 

Your teacher will then allow you to enter the  

session. This may take a minute or two. 

 

You should be able to see and hear your teacher. 

 

Your teacher may ask you to turn your camera off. 

This will help with the connection. 

You can turn your camera and  

microphone off here. 

You can put your hand up by 

clicking here. Your teacher will 

know that you want to ask/

answer a question. 

You can type a message to your 

teacher by clicking this icon. 

Type your message and then press send. 

Once your session has finished, click on 

Hang Up. 


