
Microsoft TEAMS
User Guide



Standards and expectations during a 
live TEAMS lesson

You need to find a suitable location for your lesson. 

You must be dressed as you would be in school. 

The camera and the microphone must be switched 
off. 

Recording or taking screenshots during lessons 
through TEAMS is not allowed. 

You can only use the chat function when instructed 
to do so by your teacher. 





Select the first link 

that appears. 



Select ‘Sign in’.



Enter your school email 

address. You will find it 

on the sticker in your 

planner.  If you do not 

have it or you have lost 

it, please contact your 

form tutor on Class 

Charts as soon as 

possible. 



If you have a ‘LIVE’ 

lesson scheduled, you’ll 

find the invitation in your 

calendar. 



Click on the blue tab for 

further details and join 

the lesson. 

Closer to the lesson time, 

you will see a notification 

in the top right corner. 



It is simpler to open 

‘TEAMS’ in your web 

browser as this does not 

require downloads or 

installation. 



You can also access a 

tutorial going through 

the TEAMS app.









Teams Classroom can be accessed on Windows, Apple and 

Android devices. You can download it using the links below.

Windows app Apple app Android app

https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app
https://apps.apple.com/gb/app/microsoft-teams/id1113153706
https://play.google.com/store/apps/details?id=com.microsoft.teams&hl=en_GB

