
Astudents guide 
to Microsoft 
Teams 



What is Microsoft Teams?

ωCommunicate 
Securely

ωHand in work

ωLive Lessons

ωFind out what 
is going on

ωShare Files

ωClass = Team

Teams

Software that can be accessed anywhere on any device

Can be used as an app or web based version

App Store, Google Play, Microsoft Store



How can I access it?

ÅGo to the Office 365 Website

ÅYou can then log in with your email and 
password 

ÅSelect Teams

ÅYou can download the app on your devices 
or stay on the web veresion



What will it look like?

ÅThere will be a grid with all teams that you 
are currently a member of on the left 

ÅA notification bar on your left



How can I join a team?

ÅThere are 2 ways

1. Your teacher may 
have added you to a 
team

2. You can select join or 
create team (top 
right-hand corner) 
and enter the join 
code your teacher 
provided you with 



bƻǘƛŦƛŎŀǘƛƻƴǎκέaŜ {ǇŀŎŜέ
ÅUsing Teams, you will get 

notifications for various reasons.

ÅWhen a new assignment is 
posted, there will be an @ next 
to Teams.

ÅIf your Teacher makes an 
announcement you will also get 
a notification

ÅWhen work is returned there will 
be a dot by Assignments

General Activity 
ςa post has 

been made or 
you have been 

mentioned
You have a 

chat 
messageYou have been 

mentioned in a 
Team post

Work has 
been 
returned



Within the Team

ÅEach Team contains different areas called Channels

ÅIn each Channel there are different sections or 
Ψ¢ŀōǎΩ

ÅΨtƻǎǘǎΩ ƛǎ ƭƛƪŜ ŀ ōƛƎ ŎƻƴǾŜǊǎŀǘƛƻƴ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ 
comment on posts

ÅΨCƛƭŜǎΩ ƛǎ ǿƘŜǊŜ ȅƻǳǊ ǘŜŀŎƘŜǊ Ƴŀȅ ǳǇƭƻŀŘ ǊŜǎƻǳǊŎŜǎ

ÅAssignments is where Tasks will be set

ÅΨDǊŀŘŜǎΩ ƛǎ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ǎŜŜ ǘƘŜ ǊŜǎǳƭǘǎ ƻŦ ȅƻǳǊ 
assignments 



How do I write a 
post?
ÅIf you want help you can ask a 

question to your teacher on 
Teams.

Å¸ƻǳ Ŏŀƴ Řƻ ǘƘƛǎ ƛƴ ΨDŜƴŜǊŀƭΩ ƻǊ 
see if there is a dedicated ask 
the teacher channel

ÅIf you use @ e.g. @MsBurke 
your teacher they will get a 
notification .



Files

ÅFiles can be access in the files tab

ÅClass Materials will be read-only 

ÅThose saved outside of that can be edited 
so be careful

ÅWhen you have found what you want you 
can download it



Assignments 

ÅWhen you open the 
Ψ!ǎǎƛƎƴƳŜƴǘǎΩ ¢ŀō ȅƻǳ ǿƛƭƭ ǎŜŜ 
a list of set tasks.

ÅClick on an assignment to see 
the instructions and attached 
reference 
materials/documents.

ÅSee if there is a Rubric 
attached for further guidance 
on how the marks will 
allocated



Adding work to 
assignments

ÅClick on + Add Work

ÅSelect the file to upload to the 
assignment

ÅOften files will be uploaded which 
you can just click on and edit in 
Teams and then choose Edit 
Document

ÅThere is no need to save the 
document it autosave

ÅClick on the image to play the video


