
Student Guide to Microsoft Teams 

The quickest way to get to Microsoft Teams is through the school’s website. Click on the orange icon 

that says ‘Office 365’. 

Then students should log in using the school name and password. Having done this, they should then 

click on the ‘Teams’ icon. If it doesn’t appear straight away, it can be found by clicking ‘All apps’. 

When a student clicks that it will take them to a screen that contains all the ‘teams’ that the student 

has been included in. The student should select the one that they need, the ‘KS3 Help Desk’, for 

example – after which they can find the subject that they’re looking for easily. 



 

 

When in the ‘Team’, if you need to leave a written message for a teacher you simply type into the 

white box at the bottom of the screen – then click the ‘send’ arrow. You’ll be able to see all the other 

functions on the toolbar at the bottom of the screen, too. 

 

 

 

 

 

 

 

 

 

 

 

If a teacher is conducting a Teams session with a class they might email out a link. If so, all the 

student has to do to enter the Teams session is click on the link in their email. This will launch the 

online session. Alternatively, the teacher might also schedule the meeting in their Outlook calendar. 

In this case, all the student has to do is go into their school email, select their calendar, and then 

right click on the meeting – this will then allow them to join the meeting (if they have permission to). 

If the student is accessing one of the help desks then leaving a text message in reply to the teacher’s 

welcome message will the teacher to initiate a video call to the student that is only accessible to 

those two users. 

One last thing to note is that there is a small difference between the functionality of Microsoft 

Teams through Office 365 and the app version of Microsoft Teams. The app version has more 

functionality (for example, the ability to turn on subtitles on video calls, which you may find useful). 

When entering a video call your computer may well ask you whether you want to go through 

Microsoft 365 (through the browser), or whether you want to use the app. Download the app where 

possible and access your groups through that.  


