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Student - Microsoft Teams Help 
 

Install & Start Teams 
It is advised to download and install the Teams App from Microsoft; you will get a better experience 
than accessing Teams via a web page.  

1. Download the app here. Choosing ‘Teams for work or school’ 
 

 
 

2. The installer will download. Run this and once installed start the App and sign in with your 
school email address. 

(Your school email address is ‘username’@st-laurence.com) 

 
If for some reason, you cannot use the Teams App it can be accessed from your usual Office365 
web pages 

 Log into your school email via the school website 
 In the top left of the screen select the 9 dots icon, then Teams 
 

 

 

3. Once logged in, the Teams you are a member of are listed. 
 

4. Select the Team to enter it. 

https://products.office.com/en-gb/microsoft-teams/download-app
https://st-laurence.com/
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Join a Live Meeting/Lesson 

When the Teacher starts a live meeting there will be a message in the ‘Posts’ chat window of that 
Team. Select ‘Join’ to join the meeting. 

 

 

You will then wait in a lobby to be admitted 

 

Join a 1-1 Meeting/Lesson 

When the Teacher starts a 1:1 meeting with you. A simple alert pops up in the Teams software which 
you accept. 
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Other Teams Settings 

Sound & Video 

In a meeting please make sure your Mic/Webcam is enabled or disabled as required. Please note: 

 Some year groups may not have video meetings enabled. You will be able to see your 
teacher, but you may not be allowed to start your own video. 

 Your teacher will be able to mute/unmute your microphone during the lesson. 

 

 
 

 

Text Chat in a meeting 

 
 

Teams Features 

The main parts of Teams can be accessed from the toolbar at the top 

 

 

 

Team Files 

There may be files to view and collaborate on. 
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Notebooks 

Staff Notebook  

A shared canvas for the Teacher to use for notes, tables, pictures, links etc. This Notebook can have 
many pages, and sections. As a student you cannot add to this section. 

 

 

Student Notebook (Collaboration Space) 

A shared Notebook that everyone can contribute to. 

1.  In the Notebook select the Arrow > to see all the content 

 

 

 

You also have Personal Notebooks below this section 


