
     
 

A Guide To Using Microsoft Teams (for students) 

What is Microsoft Teams for Education?  

Microsoft Teams is a digital hub that brings conversations, content and apps together in one place. Teachers can create assignments, respond to 

questions and hold ‘live lessons’ 

How do I access this? 

Grab your laptop, mobile or tablet and your school sign-in information and access your online classroom via your Office 365 account 

(https://www.office.com/). 

Click on Teams... 

 

https://www.office.com/


     
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



     
 

 



     
 

 

 



     
 

Joining a ‘Live Lesson’ 

If your teacher has scheduled a ‘live lesson’, you will have seen the details on ClassCharts and received an email invite.  To 

join this meeting, head into Teams and click on the class that the lesson is for… 

 

You should then see the page for that class.  This is the 

feed with details of assignments that have been set as 

well as lessons that have been scheduled. Scheduled 

lessons will be a blue notification.  Click on this and then 

click ‘join’. 



     
 

 

This is the screen you’ll see in a ‘live lesson’.   

You’ll notice the video and audio are turned off in this call.  Video is automatically 

disabled, and your teacher might decide to mute audio too.  If this is the case, the most 

important thing is to click on the blue speech bubble, which brings up the chat for the 

lesson.  This allows you to ask questions and see answers, which remain visible after the 

lesson has ended. 

Type any questions / answers into the box 

here, followed by the ‘arrow’ button to send a 

comment to your teacher.  Again, anything 

posted here remains even once the lesson has 

ended. 

This button leaves the 

lesson once it is over. 


