Microsoft Teams can be accessed online or downloaded to a home device by a variety of ways;

- To access Microsoft Teams via an internet browser via the following link: http://teams.microsoft.com/

- Oryou can download Microsoft Teams app to your Android or Smartphone/tablet device from your relevant

app store. The app is free.

- To access Teams via a PC from the following URL
https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/group-chat-software

After installing/opening the software you will need to enter an email and password for your child. Your child’s login

details are as follows:

User Name:

e.g. Harry.Potter@westcoker.somerset.sch.uk

Password: Green1001

Childsfirstname.ChildsSurname@westcoker.somerset.sch.uk

Once you have entered these details, you will be able to view your Childs ‘Team’ and home learning resources.

Logging on the Office 365/Microsoft Teams
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o G I © Enter the password supplied.
You may be asked to change it.
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Setting up Microsoft Teams

Good afternoon Harry

Recent

© «* O

On the left hand side you have a quick access
menu. From this you can access online
versions of Microsoft Word, Excel and
PowerPoint as well as other features.
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You can also press the 9 little dots to expand
the shortcut menu.
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To access your child’s class you need to press
on the ‘Teams’ icon.
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R B - - e You can access Teams via the web browser
or you can down load the app. It depends
Microsoft Teams what works for you and the device you have.
§ = == If you choose to download the app you will
\ =N ’ only have to download it once, after that you
will automatically get redirected.
Download the Teams desktop app
and stay better connected.
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P . o. | | downloaded the web app.
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Enter your work, school,
or Microsoft account.

These
lesol

| then had to add Harry’s correct username
again to the pop up window.
Harry.Potter@westcoker.somerset.sch.uk

***Be careful if you are using your home
computer. The program tries to pull an email
address from your logon — to be helpful —
which isn’t what you need. You need to
delete it and add the school email.

Then you get to the welcome screen.

Some staff found an error message but they
closed the install windows and entered
‘Teams’ again and it worked.




Inside Teams you will see you have been
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There is also a really good ‘help’ section
should you need support.
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Microsoft Teams

< All teams

General

Along the left hand side is a useful menu.
Activity — shows the most recent activity
Chat — an option to chat with the class
teacher. If we were to shut/close the

teachers will be available between 9 and 3.

Teams —where you will find your work
folders

Assignments — specific set tasks, this is a
repeat of the Files in your Teams section.

Calls — the ability to contact you, for example
parents evening.




