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1. How to Access the ‘Web’ 

Versions of Office 365 & Teams 
 

There are two ways you can access Office 365 and Teams. 

 

You can open them in your web browser or you can download the 

software to your computer or device. 

 

Here’s how you can open them in your web browser: 
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2. How to Install the ‘Desktop’ 

Version of Office 365 
 

Installing the ‘App’ or ‘Desktop’ versions of Office 365 and Teams is 

optional. You may choose to access them entirely through your web 

browser instead (see the previous section). 

However, some people prefer to install the software on their computer 

or device.  

To install the app on a smartphone or tablet, simply go wherever you 

normally go to get your apps (App Store, Google Play, etc.) 

Here’s how you can install Office 365 on a computer: 
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3. How to Install the ‘Desktop’ 

Version of Teams 
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4. How to Access Office 365 

Apps 
 

Once you log into Office 365 (either the ‘Web’ or ‘Desktop’ version), 

you will have access to several apps. When you see this, simply click on 

the app you wish to use. 

 

 

 

 

- Word is used to create text documents. Of course, we can insert images into 

these documents as well. 

- PowerPoint is used to create informative and eye-catching slideshow 

presentations. 

- Excel is used to create spreadsheets in which you can organize data and perform 

calculations. 

- Outlook is used to send and receive emails. 

- Class Notebook is used as a digital binder in which teachers and students can 

place and share their work. 

- Teams is used as a virtual classroom where teachers can assign work for 

students to complete and students can submit their work to their teachers. Teams 

is also a place where teachers and students can meet and share discussion posts. 

- OneDrive is the place where all of your Office 365 files are stored. 
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5. How to Check and Send 

Emails 
 

You can open Outlook from the Office 365 app menu: 

 

 
If you have any emails, they will be in your ‘Inbox’. If you click on one, 

the full email will open on the right: 
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To send an email to someone, you will need his or her email address. 

Student email addresses are the person’s school username followed by 

@nbss.nbed.nb.ca 

Example: johsmi00123@nbss.nbed.nb.ca 

Teacher email addresses are the teacher’s first name, then a period, 

and then the teacher’s last name, followed by @nbed.nb.ca 

Example: john.smith@nbed.nb.ca 

 

When you’re ready to send an email, just click the ‘New message’ 

button in the top-left corner: 

 

 

 

 
Next, type the person’s email address in the ‘To’ field. As you type the 

email address, the person’s name may pop up and allow you to click it: 
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Next, add a ‘Subject Line’ to your email so that the person you send it 

to will have an idea of what it is regarding. Then you can type the body 

of your email in the bigger space below: 

 

 

 

 

 
 

 

If you want to attach a file to your email (as we do in the example 

above), just click the ‘Attach’ button: 
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Then you can browse your computer files to find the one that you want 

to attach. Or, if your file is saved to Office 365/OneDrive, you can click 

‘Browse cloud locations’ instead and find it that way.  

 

 

 

 
 

Now that your file has been attached to the email, you can just click the 

‘Send’ button and your email will be sent: 
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6. How to Create and Organize 

Files in OneDrive 
 

You can open OneDrive from the Office 365 app menu: 

 

 
OneDrive is where all your Office 365 files are stored. No matter which 

teacher you’re making a file for or which type of file it is (Word, 

PowerPoint, etc.), it will be stored in OneDrive. 

It’s a good idea to take the time to organize your OneDrive. You can 

create folders for each of your classes (“English”, “Math”, “Science”, 

etc.). This will help keep your work organized and easy to find. 

You should also get into the habit of giving each of your files a 

descriptive name. Always avoid calling a file something like “Document 

1” or “Presentation 2”. Office 365 will automatically generate names 

like these at first, but you should always change them to something 

better. This will make it easier for you to find your files again later. 

You can access your OneDrive files from any location in the world, as 

long as you have a computer and Internet access. Also, your work will 

be automatically saved whenever you make a change. 
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How to Create New Folders and Files in OneDrive 

Click ‘New’ at the top of the page. You will then see the options for 

creating new folders, as well as various types of files: 

 

 

 

 

 
When you click on one of the file types, it will automatically open. 

Then, as you work on it, the file will auto-save to the folder you 

selected in OneDrive. 
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7. How to Navigate in Teams 
 

You can open Teams from the Office 365 app menu: 

 

 
 

When you first open Teams, you will see a list of your classes and you 

will have to click on the class that you want to enter: 
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Once you have opened a class, the menu bar at the top will present you 

with several options: 
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There are also useful menu options on the left side of Teams:  
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8. How to ‘Turn In’ 

Assignments 
 

When you view an assignment in Teams (see page 16), you will see the 

option for uploading your finished work: 

 

 

 

 

 

 

 

 

Once your work has been attached, simply click the ‘Turn in’ button to 

send the work to your teacher: 
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If you later realize that you have made a mistake or attached the wrong 

file, you can always undo a turn in. Just go into your assignment and 

you’ll see that the ‘Turn in’ button has been changed to ‘Undo turn in’: 
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9. How to Join Class Meetings 

in Teams 
 

When one of your classes has a meeting scheduled, you should receive 

an email invitation. Simply check your email and then click the link to 

join the meeting. Email invitations look like this: 

 

 

 

 
 

If there is a class meeting currently in progress, you can also get to it 

from your Posts tab: 
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Next, choose whether you want your audio/video to be on and then 

click ‘Join now’: 

 

 

 

 
 

 

Once you are in a class meeting, you will have access to the following 

toolbar options: 
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10. How to Use Class Notebook 
 

You can access Class Notebook from the main Office 365 menu: 

 
 

You can also access it from the menu bar within Teams: 

 

 

When a teacher sets up a Class Notebook, it will consist of these three 

sections: 
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Collaboration Space 

The Collaboration Space is open to everyone in a class, and all class members can read or write 

on anything in this part of the notebook. Teachers and students can also create new sections 

and pages in ways that work best for them. 

Content Library 

The Content Library is a place for materials such as readings or worksheets. Think of it as the big 

filing cabinet for your classroom documents. Only a teacher can put materials into the Content 

Library. Students can read or copy anything in the Content Library to their own notebooks, but 

can’t modify or delete that content. 

Student Notebooks 

Each student has their own notebook and this is where they can post their own class notes, 

copies of handouts, assigned homework, responses to questions, etc. Each student can only see 

his or her own notebook, but the teacher can see them all. 

Putting Things into Class Notebook 

To create a new page in Class Notebook, just click the section that you want the new page to be 

placed in. Then click the ‘+Page’ button. In the example below, we are creating a new page in 

the ‘Class Notes’ section: 

 

 

 

 

 

Of course, you can also make a new section if you wish (by clicking the ‘+Section’ button 

above). 

If you’re confused about the difference between sections and pages, just think of the sections 

as divider tabs that you would use in a three-ring binder and then the pages are just pages 

within those sections. 
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When you create a new page, you will need to give it a title: 

 

 

 

 

It’s really that simple. Now that you have created a new page, you can type, paste or insert 

anything you want. Just click an empty spot and a content box will appear: 

 

 

 

You can then type or paste anything into one of these content boxes. Also, the content boxes 

can easily be moved and resized; if you want to resize it, just click the two little arrows in the 

top-right corner of the box. 

 

You can also add different types of things from the insert menu (like pictures and tables): 

 

 

 


