
Logging into Microsoft Teams: 

There are several different ways to access Microsoft Teams and you can do so on a variety of devices.  

If using a computer or laptop, go to office.com or Microsoft.com/teams using Google Chrome, Firefox, 

Internet Explorer or Microsoft Edge. You can then access Teams using the online app or download the 

desktop app. 

If using a mobile device, i.e. a smart phone or a tablet, visit your phones app store and search for 

Microsoft Teams. Then select get/download/install to download the app onto your device. 

 

Click sign in: 

 

 

 

 



Enter your child’s log in details, you can find these on a sticker on the inside cover of their reading 

record.  

You should enter their email address first and will then be asked to enter their username and 

password. Their username is also listed in their reading record and is simply their email address 

without @stjosephsnastudent.bhcet.org.uk 

 

They should then be able to access Microsoft Teams and should see a screen similar to this. 

 

Accessing a Teams call: 

To see if your teacher has any calls scheduled for your class, open your team. The Posts tab in the 

General channel will show any previous and upcoming calls.  

 

 

 



  

 

 

When it is time to attend your lesson, click on it and click ‘join’.  

 

Before choosing to ‘join now’, ensure that your camera is turned on and your microphone is turned 

off.  

 

Once you are in a Teams call, you should remain muted at all times unless unmuted by your teacher. 

If you would like to ask a question you can use the conversation area to type messages to everyone in 

the call or you can click on the ‘raise hand’ button to notify your teacher that you require attention.  

Previous calls 

Upcoming calls 



 

Please use each of these options sensibly. Teachers are able to prevent all participants from unmuting 

themselves and lower participants’ hands if necessary. 

While using the desktop or mobile apps, you have the option to turn on live captions. This will provide 

real time subtitles which show what your teacher is saying, although they may not always be entirely 

accurate.  

 



Downloading/accessing files: 

When you are in your class team, on the left you will see a ‘General’ channel and a channel featuring 

your name below it. The channel with your name should display a padlock, this means that only you 

and your teacher can access it and see the messages and files which have been exchanged.  

 

Your teacher will upload tasks to the ‘files’ section of your channel, they may be inside a folder. 

 

You should then be able to open and edit these, they will save and update automatically as you edit 

them.  

 



If this doesn’t seem to work then you can download files, edit them on your computer, save them and 

reupload your completed version. 

 

 

 

You can also use your private channel to communicate with your teacher if you have any questions 

about the tasks which have been set.  



 


