
How to access 
Microsoft Teams 



Go	to	www.office.com	



Select	‘Sign	in’	



Use	your	
@o365.holycross.lewisham.sch.uk	
email	address	as	your	
sign	in		



Select	‘Next’	



Type	in	your	8	
character	
password.			
This	is	your	LGfL	
password	with	
extra	#	to	make	it	8	
characters	if	
needed.	



Select	‘Sign	in’	



Select	‘Search’	and	
type	in	‘Teams’.	



Select	‘Teams’	
from	the	Apps	drop	
down	bar.	



Or	navigate	to	
teams.microsoft.com	
in	the	URL	bar	at	the	top	of	
your	web	browser	



Select	‘Get	the	
Windows	app’	
if	you	want	to	
download	
Microsoft	
Teams	to	your	
device.	



Select	‘Use	the	
web	app	
instead’	if	you	
want	to	use	
Microsoft	
Teams	in	your	
web	browser.	



When	
Microsoft	
Teams	opens	
you	will	see	all	
the	‘teams’	
that	you	are	a	
member	of.	



Each	‘team’	
will	contain	
the	different	
things	that	
your	teacher	
wants	you	to	
be	able	to	
access.	



Click	on	the	
‘team’	to	enter	
it.	



Select	‘Files’	from	the	top	bar	in	
your	team.	



Select	‘Class	Materials’	list	of	
folders.	



Your	teacher	will	have	labelled	
each	folder	in	your	files	section	to	
help	you	find	the	resources	they	
have	prepared	for	you.	



Inside	the	folder	you	will	be	able	to	
find	all	the	resources	that	your	
teacher	has	stored	for	you..	



By	left	clicking	on	a	file	you	will	be	
able	to	see	it	on	screen		



To	download	a	file	to	your	device,	
select	the	circle(s)	next	to	the	file	
name(s)	



Select	‘download’	to	save	the	file	to	
your	normal	download	area.	



Select	‘Assignments’	to	explore	any	
work	that	your	teacher	has	set	for	
you	which	can	be	completed	
online.	



Read	the	instructions	carefully	on	
what	you	are	being	asked	to	
complete.	



Select	the	file	under	‘Student	work’	to	
complete	the	assignment.		This	file	will	
be	automatically	saved	as	you	work.	



Select	‘Close’	once	you	have	completed	
your	assignment.	



Once	you	have	finished,	remember	
to	sign	out	by	selecting	your	initials	
from	the	top	right	of	the	screen.	



Then,	select	‘Sign	out’	from	the	
drop	down	menu.	


