
Teams for Education - Students v5.0 

 

 

 

 

 

 

 

Finding and accessing the Microsoft Teams app 
 

1. On your school website, go to the Quick Links tab 

 

2. Select Work from Home then Students then click on:  
 

3. Click Sign In and enter your school email address (if unsure, contact your school)  
 

4. Click Next, enter your school password and click Sign In  

  

5. You will see Outlook (your email), as well as Word,  

 Excel and other applications you can use 

 

6. To open Teams, click the logo that looks like this:  

 

 

Find your class and contact your teacher 
 

1. To send your teacher a private message, click on the Chat icon on the side 
menu, enter your teacher’s name in the search bar at the top, select them from 
the list and type your message.  

 

2. Press ‘Enter’ or click the icon to send the message 

 

3. To see your classes, click on the Teams icon on the side menu  

 
4. Your classes look like this.  Click on any class to 

enter the General Channel of your classroom 
 
 

Join a class with a code 

 
1. In Teams, click on Join or create a Team  

   
2. Enter your code under Join using a code 

 

3. You are now in the class. Any problems, contact your teacher using 
the cha 

 
 

Finding your work 
 

1. The Files tab is where you will find the documents 
and resources provided by your teacher 

 
2. The Assignments tab is where you will find any 

assignments & quizzes provided by your teacher 

 

3. The Posts tab is where you can join a whole class 
discussion  

 

4. You can also see every Assignment for all your classes by clicking the 
Assignments icon on the side menu 
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Attending a ‘Live’ Teams on-line session  
 

Check your timetable and open the Microsoft Teams app before the start of the session 

 
 

Meet Now session with your teacher  

 

1. When your teacher starts the ‘Live’ session they will invite you to join 

 

2. An on screen notification will be displayed for you to click on and ‘join’ the meeting 
 

Scheduled Session with your teacher 

 

When your teacher schedules the sessions you can access them by using other 
applications in  

 

1. Open the Outlook app and you will see an email for each session     

 

2. Access the online Calendar which will show all your sessions  
 

3. Open the Teams app and click on the Calendar icon on the side menu    
to see your sessions       

 

4. Click on the Teams icon on the side 
menu and select a class. A notification 
will appear in the Posts area of your 
class 
 

5. The simplest way to join a session is by 
accessing the team’s calendar from the side 
menu. Locate your next session and click on the 
calendar entry 
 

6. In the top right hand side select the button 

 

7. Turn you microphone off before you enter 
 

8. Click on the button 
 

 

Different ways of to Join the session with your teacher 

 

9. Join the session by opening the email notification in the outlook app 

     and clicking on the link 

 

10. Join the session within the office 365 calendar  

      by clicking on ‘join the meeting’  

 

11. Join the session by opening the teams app and clicking on the  

     notification within the Posts area of the your class 

 

 

Stuck? Contact your teacher, or see the video guides, on your school website: 

  

1. Find the ‘Quick Links’ tab 

2. Click on ‘Work from Home’ option 

3. Click on the ‘Students’ button 

 


