
Getting Started with Microsoft Teams – Student



TEAMS – PC OR PHONE/TABLET

 Teams can be accessed from a PC or a tablet/phone through either an 
Internet browser or via the Microsoft Teams app (PC/Mac, Android or ios)

PC (Browser) ios (iPad App) Android (Phone)PC (App)



TEAMS FOR PC – LOGIN TO OFFICE 365

 Open any internet browser (NOT Internet Explorer)

 Type office.com in the address bar.



STUDENT SIGN IN

Student credentials for signing into Office 365 look like this:

username@nbss.nbed.nb.ca

What they use to log in to a 
school computer:

Ex. AyaSav00595



SIGN IN

 Use your school account password (same password used to log in to school 
computers).

 Choose Yes so you don’t have to log in over and over.



OFFICE 365 HOMEPAGE

• On the Office 365 home page, you have 
icons to take you to all of the apps.

• When you click on an icon and open an app, 
you can always see your list of available 
apps by clicking the App Launcher (or 
waffle) at the top left of the window.



TEAMS  From the Office 365 home 
page you can click on the 
Teams icon to get started. 



TEAMS
• When you click on the 

Teams icon on the 
sidebar  you can view all 
of your Teams (created 
or activated by your 
Teachers). 

• You can move your 
teams around (click & 
drag) and hide teams 
you do not need (Right 
Click and choose hide).

• Your hidden teams will be at the 
bottom of this screen (Hidden 
Teams) 



THE TEAMS WINDOW

• Now we will breakdown all the sections and features of the main 
Teams window.



SIDEBAR – ‘ME’ SPACE

All the icons on the sidebar (‘Me-Space’) are connected to your 
Teams and they sum up the activity happening across all your 
active Teams. 
• Activity – Any notifications you have received
• Chat – Chat from all of your class meetings (chat outside of 

meetings is currently disabled for students)
• Teams – A Summary view our Teams
• Assignments – Any assignment from your Teams
• Calendar – your Office 365 calendar including both Teams and 

Outlook
• Files – a view of the files sections you have access to –

including your Teams & your Onedrive.



THE TEAMS WINDOW – ‘WE SPACE’

• This side rail will have a list of 
your Team channels. 

• Every Team includes the General 
channel - the main section of 
your Teams. 

• Teachers may create other 
channels for different topics or 
for small groups of students

After you click on a Channel, the main window (‘We-
Space’) opens. 
Every channel has different Tabs across the top of the 
main window. The General Channel is the channel where 
most class discussion/materials will be shared and take 
place.



GENERAL CHANNEL – TABS

• Posts – Team communication/newsfeed space. Teachers will post messaged and hold video 
meetings here. 

• Files – File storage for your Class team. Teachers will upload class documents to this space
• Class Notebook – Your digital notebook/binder (Microsoft OneNote).  You or your teachers can 

access this notebook, and add sections, pages, pictures, video/audio files & Office 365 files. 
• Assignments – Class assignments as assigned by your teachers. 
• Grades – A summary of your grades on any Teams assignments created by your teacher
• More – Any tabs hidden because of the screen size (possibly including the tabs above) and other  

tabs that can be created or added by you teacher. 

0
0
0



GENERAL – POSTS  The Posts tab is a newsfeed 
for any Teams 
communication. Teachers 
can control this space and 
decide who can post 
messages. 

 When a message is posted 
you can Reply to it and 
comment or ask questions. 

 You may also be able to start 
a new message or 
conversation at the bottom 
of the newsfeed. 

 If you use the ‘@’ symbol 
and include the name of 
your teacher, they will 
receive a notification when 
you mentioned.



GENERAL – POSTS - TEAMS MEETINGS

 Teams Meetings (Video) 
invites/join links, either Pre-
scheduled or live/’meet now,’ will 
be accessible from the posts 
section. 

 Teams Meetings can also be 
found on the calendar on the left 
side bar (‘Me’ space)

 Clicking on either link will take 
you to the window where you 
can join the meeting



FILES

 The files tab is Team file 
storage.

 This typically includes a 
folder named Class 
Materials which is read 
only.

 Teachers can store files 
and folders that are 
protected – Read only. 
Anything in Class 
Materials can not be 
altered (edited, 
changed, deleted) by 
students.



CLASS NOTEBOOK
 Class Notebook is a digital 

notebook using  Microsoft 
OneNote

 If you click on the purple 
arrow on the Left-hand side 
you can see the index and 
navigate to different 
sections (Tabs, Pages) 

 The Sections may include a 
Collaboration Space 
(editable by any team 
member (Student)

 Content Library (editable by 
Teachers – read only for 
students

 Personal Section – With 
Your name – editable and 
viewable by both you and 
your Teacher



ASSIGNMENTS  The Assignments tab 
includes all assignments 
given by the Teacher in your 
Team

 This includes new 
Assignments that are not 
complete.

 This also includes a space for 
completed assignments, 
which can be seen by 
clicking the down arrow

 If you click on a new 
assignment you can see any 
materials your teacher has 
included.

 You can then add your work 
and submit your assignment



ASSIGNMENTS – TURN IN



GRADES

 The last default tab is 
Grades. This includes a 
summary of any 
grades/marks that are given 
in Teams. 

 This list is can only be 
viewed by the user - so each 
student will only be able to 
see their own grades 
summary



TEAMS APP – PC  You can download the 
Teams app for desktop 
(PC) by clicking on your 
user icon when you are in 
Teams choosing 
Download the desktop 
app. 

 The app runs in the 
background on your 
computer, so you will get 
notifications and not miss 
any of your class's posts, 
assignments or meetings

 The app also gives you 
more control when in 
video meetings (virtual 
backgrounds etc..) 



NOW  YOU CAN GET STARTED WITH TEAMS!
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