
Step by step guide 
on how to access and 
use Microsoft Teams for 

remote learning



Open a 
Google 

Search and 
type in 0365.

036
5



Click on the first 
link for 

www.office.com.



Log in using your 
school email 
address and 
password.



Click on the 
Teams icon. 



Select the class 
team you need 
to work from.



Select the piece 
of work you 

need.



Some work will 
give 

instructions for 
you to follow 
for a lesson, 
questions or 
other tasks. 



Click on 
Download 

and save to a 
safe place.



Select Files and 
Upload.



Select your work 
and open.



Sometime work 
could be an 
assignment.



Posts tab is your 
communication with 

your teacher. Click 
New conversation.



Type your 
message 

and enter.


