How to use Teams

1. Open a browser (Chrome, Firefox, Edge, Safari) and go to https://www.office.com/
2. Click the “Sign in” button:

Welcome to Office

Your place to create, communicate, collaborate, and get great work done.

3. Use the format student#@mpsd.ca for the Microsoft account and click Next
(for example 123456 @mpsd.ca):

a8 Microsoft
Sign in

123456@mpsd.ca

Mo account? Create one!
Can't access your account?

Sign-in options

Next


https://www.office.com/
mailto:student#@mpsd.ca
mailto:123456@mpsd.ca

4. You will be redirected to our web page:
BT Microsoft
Taking you to your

organization's sign-in page

5. Enter the Student password and click “SIGN IN”:

123456@mpsd.ca

SIGN IN




6. Check the “Don’t show this again” option and click Yes:

B8 Microsoft
123456@mpsd.ca
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

Don't show this again

Mo Yes

7. If you are logging in for the first time, you can go through the Welcome wizard or you can just
close it:
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Welcome, MPSD
Let Office 365 help you get your

classwork done

8. Once logged in, click on the Teams icon to start Microsoft Teams:

Good afternoon, Student123456
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Start new OneDrive Word Excel PowerPoint OneMote SharePoint Teams All apps



9. A new tab/windows will open with Microsoft Teams:

General Posts Files Class Notebook Assignments

Each team has tabs for files,
assignments, or notebooks.

Got it!

10. The Teams section will list all the Teams your child is part of:
a. NoTeam:

Join a team
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Got a code to join a team? Enter it above.




b. One Team:

Teams

Your teams
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