
Accessing Office 365 and Teams Meetings 

This guide shows the steps to follow to access Teams and join a lesson. 

1. Logging into Office 365 

2. Accessing Teams 

3. Joining Teams Meetings 

 

1. Logging into Office 365 

Go to portal.office.com in your web browser.  You will see the following log in screen, log in with 

your usual school e-mail (in the format 20##Surname@shhs.org.uk): 

 
 

You will then be re-directed to a second page to enter your password; this is your usual network and 

e-mail password: 

 

 
 

This should then redirect you to the main Office 365 page. 

  



2. Accessing Teams 

 

Office 365 Apps, including Teams can be accessed on the left-hand side bar on the home page or via 

the  button in the top left from any other Office 365 page or App: 

 

 
 

When you click on the Teams icon above (or start the App) you will then see your Teams: 

 

Click to access Teams 

Access all Office 365 Apps 

Your Teams will appear here. 

Click on a Team to access the 

Team page and posts. 

 

 

Note: When you access Teams in this way you may 

see the option to download the Teams App or 

continue in browser. 

Either is fine, if you choose to use the App the 

instructions for joining are still the same. 



 

3. Joining a lesson 

 

Your teacher may schedule a meeting for a lesson, and these will appear in the ‘Posts’ for your class 

Team: 

 
 

After the first few lessons your teacher may stop scheduling meetings and simply ask you to be on 

the Teams page at the start of the lesson. Either way, at the start of your lesson, go to the Teams 

page for the relevant class and once the teacher starts the meeting you will see the ‘Join’ option: 

 

 

  

 

 

 



When you click to join a meeting for the first time you may see a notification asking to use the 

microphone and camera, click ‘Allow’ (note you will not actually be able to turn your camera on): 

 

 
 

In the next window, turn your microphone off before clicking ‘Join now’: 

 

 
Once you are in the meeting you can access the meeting chat via the button on the bar which 

appears when you move your mouse or tap the screen: 

 
 

At the end of the meeting your teacher will end the call for everyone, or you can click the red hang 

up button. 

 

 

 

 

Depending on you screen you 

may need to click the ‘…’ 

button to access other 

features such as ‘Chat’ and 

‘Raise Hand’. 

 

 


