
Introduction to 

Microsoft Teams

What you need to know



What is Microsoft Teams?

ºMicrosoft Teams is used to have online lessons which can 

include audio, video, and screen sharing. 

ºTeams allows you to communicate with your teachers. 

ºIn Teams you can access to any files your teacher may 

ask you to upload or complete. You can also send your 

completed work by attaching your documents.



How to log into Teams

ºGo to www.office.com

ºLog in with your school email address:

username@wootton.beds.sch.uk AND the SAME 

password you use to log onto the school computers

http://www.office.com/
mailto:username@wootton.beds.sch.uk


The Office365 homepage

ºOnce logged on, you will see all of the 

Microsoft icons down the left -hand side.

ºThis gives you access to the following:

ºWord

ºExcel

ºPowerPoint

ºOutlook (all your school emails here)

ºOne Drive (online storage space for your 

work)

ºTeams 



Need a copy of Microsoft Office at home?

º If you do not have Microsoft Office at home, or wish to be keen 

and install the apps on your phone/tablet then you can 

download a copy.

ºClick on the ôInstall Officeõ button in the top right hand corner

ºYou can download this on up to 5 devices 

ðproviding you sign in with your school email address.

º If you have an IOS device then you will need to download the apps 

from the AppStore

ºThis will stay active until you leave Wootton/Kimberley at the end of 

Year 11 or 13.



Starting Teams

ºClick on the Teams icon

ºYou can download the Teams app 
(this is recommended) or if not then use the 
Web App instead.

º If you are in school, the app is on your desktop



The icons

º Activity ðif your teacher has set some work, added a post, sent you a 

message etc then it will appear here (in chronological order)

º Assignments ðtasks set by your teachers may appear here

ºTeams ðthis is where you get back to view your class groups

º Calendar ðif you have any ôliveõ lessons scheduled then these will be 

shown on a timeline here

º Now, make sure you have clicked on the Teams icon

º Chat ðhere you can chat with other individuals (remember can be 

monitored if needed)



The Teams home screen

º This shows the Teams that have been set up for each of your 

classes.

º The names might appear in two different ways.

ºA name your teacher gave the Team.

ºOr, the way the class is shown on your timetable.

º To open up to the class, you simply click on it.






