Installing Microsoft
Teams
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Connect to your virtual classroom with Microsoft
Teams

With the current COVID-19 situation, you may be asked to continue your
studies using a virtual classroom. SK College Group uses a program called
Microsoft Teams. Microsoft Teams is COMPLETELY FREE, as is the full
Microsoft Office suite.

This guide will provide instructions for you to connect on a range of devices
including:

e Microsoft Windows devices including laptops, tablets and
computers

e Android devices including Android phones and tablets
e i0S devices including iPhones and iPads

What device you use to connect to your virtual classroom, can have some
impact on the functionality of Teams. But all users will be able to connect with
their classroom, contact the tutor and send individual messages to other
students within the class.

Before you proceed any further with this guide, please make sure that you
have your student badge to hand. Your student badge contains your
username for accessing Teams. If you have already accessed the college
computer systems, you will have used your username already. You will need
to take this one step further by adding a second part to your username, to
make a full email address.

For example, if your username is:
ATAYL376

Your full username/email will be:
ATAYL376@students.sthelens.ac.uk

Your password will be your date of birth to eight characters, unless you have
changed this yourself. l.e. 24081989
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Microsoft Windows Devices
B Microsoft

1. Launch your Internet web browser Sign in

e@example.com

an't access your account?

2. Access http://portal.office.com

018 Microsoft ~ Terms of use  Privacy & cookies

3. Enter your student details to login:
Username: COLLEGEUSERNAME@students.sthelens.ac.uk
Password: DOB to eight characters

4. Click on the Teams button “3(7: Teams N S JeF
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5. Click on your profile picture U
w@ Andrew Taylor

A
| | [ saved

6. Click on Download the desktop app 1 5 Settings
i Help

) 1 Keyboard shortcuts

| About >

Ell  Download the desktop app

7. At the bottom of the screen, click run

Ut Download the mobile app
i

Sign out

Do you want to run or save Teams_windows_x64.exe (24.8 MB) from statics.teams.microsoft.com? \ Run Save - LCancel

Once you click on run, the application should install itself. You may need to renter your login details,
after the application has been installed (COLLEGEUSERNAME @students.sthelens.ac.uk).

Congratulations, Teams is now installed. When your class is due to start, you will be invited to
joinin.
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Android Devices

1. To get started with Microsoft Teams, open your Android device and locate the ‘Play Store’.
This is the same app that you use to install any other app.

Qo B =l

2. Inthe search bar at the top, enter “Microsoft Teams”.

3. Once Microsoft Teams has been located, click the ‘Install’ button.

[d 0o B R 91% M 16:27
& Microsoft TEAMS Q ¢
®  Microsoft Teams m
Microsoft Corporation
4.4% 10M+
253K reviews Downloads PEGI3 ®

4. Wait for Teams to download and install. You will then see an icon for it on your device.

5. Open Teams

B Microsoft
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6. Click ‘Signin’
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Microsoft Teams

Welcome to Microsoft
Teams! A happier place
for teams to work

together.
[ Sign up for free ]
Learn more

7. You will then be asked for college username/email. Please see page 1 for additional
information on this.
8. Enter your username/email in the box provided and click ‘Sign in’

Sign in using your work, school or
Microsoft account.

Email address, phone numbefft

Get help with signing in

9. You will be redirected to another page, where you must enter your username/email again.
This time you will have to provide your password too.

Sign in with your organizational account

ATAYL376@students.sthelens.ac.uk

Remember to sign in with your username formatted
as usernar d hel ac.uk for students
or as usernarr ff.sthelens.ac.uk for staff. Your

password is the same as your college network login.

Congratulations, Teams is now installed. When your class is due to start, you will be invited to
joinin.
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I0S Devices

1. To get started with Microsoft Teams, open your iOS device and locate the ‘App Store. This is
the same app that you use to install any other app.

2. Inthe search bar, enter “Microsoft Teams”.

3. Once Microsoft Teams has been located, click the ‘Get’ button.

& Microsoft Teams
E ¥ %k K

4. Wait for Teams to download and install. You will then see an icon for it on your device.

5. Open Teams

Microsoft Teams

&
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6. Click ‘Signin’
aAppStore 17:27 Wed Mar 18 B 5 5 100% -

Microsoft Teams
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Welcome to Microsoft Teams!
A happier place for teams to
work together.

Sign up for free

7. You will then be asked for college username/email. Please see page 1 for additional
information on this.

8. Enter your username/email in the box provided and click ‘Sign in’

- |

Sign in using your work, school, or
Microsoft account.

Sign-in address

Get help with signing in

9. You will be redirected to another page, where you must enter your username/email again.
This time you will have to provide your password too.
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Office 365
signin

Sign i vith your organizational account

FAemember to sign in with your username formattec as
usemame @students.sthelens.ac.uk for studen's or as
usemame @staft.sthelens.ac.uk for staff. Your
password is the same as your college network login.

Congratulations, Teams is now installed. When your class is due to start, you will be invited to
joinin.
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