Guidelines for Accessing Microsoft Teams

There are several ways to access Microsoft Teams. You can sign in using a browser such as Microsoft Edge or Google Chrome or else you can
download the Teams App for your PC. There is also the option to download the App on your tablet or phone. Here | hope to show you how to
get into Teams using these options.

Accessing Microsoft Teams using a browser or the Microsoft Teams PC/Laptop App.

Open the webpage: https://www.microsoft.com/en-ie/microsoft-teams/log-in

This will bring you to this page.
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Welcome to Microsoft

Teams

Sign in now to chat, meet, call,
and collaborate all in one
place.

New to Teams? Sign up now

You now have two options. You can either sign in on the browser using the email address you have received or click the Download Now button
to get the app.

If you choose to download the app, you need to install it once it downloads but then the same steps will apply. You will get to a sign in page
where you first put in the email address you were given and then the password. Once you do this you will arrive at the main page of Teams
(below).
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In the Teams section, click on
s « your Teams group here.
Mr O 'Leary's Sixth Class.
Click on the name of your Teams group as shown above. This will bring you to the following page.
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e OLeary's Sixth Class 2021

Scheduled meeting

. When you enter your class group, two options will

appear here under the name. One is General (avoid
this page), the other is your class name. Once you
click into this, you should see this page where any
meeting that is scheduled will be shown.

When the meeting is scheduled to start, click on the meeting and you will get an option to Join.



Accessing Microsoft Teams using a mobile phone or tablet App.

The process when using a phone or tablet is similar but a little different. You’ll find the Microsoft Teams app wherever you get your apps. Once
you open the app for the first time, you’ll be asked to sign in. Again, you use the email address and password supplied to you by the school.
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General

1 hidden channel

See all teams

Step 1

When the app opens, click into the Teams
section at the bottom. You will see this
screen. Underneath General it says 1
hidden channel.

Step 2

& Mr O'Leary’s Sixth Class 2021

Tap the checkbox to show a channel in channels list

General

Sixth Class 2021 i
© When you get to this screen, make

sure that your class name has a tick

beside it.
Your need to click this.
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You're now back at the same screen but this
time, rather than 1 hidden channel, you can
see your class name.

Click into your class name to access a
meeting.

Assignments More

MORE

You should now have reached this page where you can see
any meetings that are scheduled such as the one below.

When it is time for the meeting an option to join will appear
here.
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