How to use TEAMS

How to Access TEAMS:

1. Login to your office 365
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2. Find the TEAMS App
Apps
E Outlook ‘ OneDrive
m Word Excel
o PowerPoint m OneNote
Q SharePoint $ Teams

NE Class Notebook Sway

Forms

All apps —

3. Click on the app...If you can’t find it in your 365 waffle, click on more apps. It will be in
there.



4. Once you are in teams you should see this....

Search or type a command
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This is so you can chat with peers,
teachers or groups. Your teachers
may set up class chats for some
lessons.

Your teacher may post assignments
here.

You can call any peers or teachers
using the call option. When you
teacher holds class or checks in, they
will call you on this unless it’s a
scheduled meeting, which would be
in your calendar

TIP: When on calls, it is best to mute
your microphone to limit feedback
noise. When you want or need to
talk, simply unmute your mic, talk
and then mute it again when you are
finished talking.
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This will show your recent activity

This is where all of your classes would
be once the teacher makes the
“teams”/”groups”

This is where you will see any chats that
are scheduled for your classes. All you
have to do is accept the item and it pop
into your calendar. Your teacher will
send the invites

This is where you may find files from
your teachers or you can upload files
toit




