How to use Office 365 and
Microsoft Teams

A quick guide to getting started...
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Welcome to Office

C | : k (S : I V4 Your place to create, communicate, collaborate, and get great work done.
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Type in your school email
address (form tutors can
help with these

If you are asked for your
password then re-enter
your normal school
password that you use to
log-in

B® Microsoft

Sign in

TestAD@sheffieldsprings.org




Click on the
‘Teams’ icon _—— |
along the top of
the screen

Good afternoon, Test

+ @

OneDrive

$ @®d D % &

Teams Sway

Word

Excel PowerPoint

Start new

with me  Discover

Recent Pinne

No recent online Office documents

Share and collaborate with others. To get started, create a new document or drag it here
to upload and open.
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The Teams area will
look like this

You will have access
to a Form Group
Team in this box (if
it isn’t there while
school is still @
don’t panic)

Join a team

Join a team with a code




W Join a team

The icon with the 9 :
dots in the top IeV
corned is really

useful, click on it to
see all the Office
365 Apps
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Join a team with a code

Enter code

OneDrive will allow
you to access your
school documents




When you have
completed a piece of
work you can use
Office 365 to share.i
with your teachér

Click ‘file’ then ‘share’
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Send Link
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then type the teacher's —
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Click send and your

teacher will receivV *

link to your work
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