Logging into Microsoft Teams (Step 1)
A Step-by-Step Guide Using a Computer
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Welcome to Office

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

1 Go to the website
www.office.com

@ SHeIDYVIEOTTH VS CHO0D1S

_2@student.scsk12.org
Enter password

Password

Forgot my password

4 Enter your birthday as your
password (MMDDYYYY). The same
as your Clever password.

Ex: 01142009
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Welcome to Offy

Your place to create, communicate, collaborate, and g

Get Oﬁice

work done.

2 Click the “Sign-In” Button

don't lose access to your
account!

To make sure you can reset your password, we need to collect some
info so we can verify who you are. We won't use this to spam you -
just to keep your account more secure. You'll need to set up at least
1 of the options below.

o Authentication Phone is not configured. Set it up now

5 If this screen pops up scroll
to the bottom and hit
“Cancel”.

B® Microsoft
Sign in

Email, phone, or Skype

No account? Create one!
Can’t access your account?

Sign-in options

3 Sign in using your Clever ID plus
@student.scsk12.org Example:
123456@student.scsk12.org

Click Here

$ @:do D O

PowerPoint OneNote SharePoint Teams

g Click “Teams” and you will
be taken to the Teams App
on the desktop.
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Joining a Team (Step 2)

A Step-by-Step Guide Using a Computer

Microsoft Teams

Click the “Teams” button after
you login.

oot . . .
@ co Join or create team Next, click the Join or create
team button to join your Virtual
A Classroom.
b

)in or create a team e

Enter your Virtual Classroom
~ ey code and click enter to join your

Create a team Join a team with a code virtual classroom.

tee e code
) /

Bring everyone together and get to » 1 code to join a team? Enter it above]
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Joining a Meeting in Teams (Step 3)

A Step-by-Step Guide Using a Computer

Click on Teams after you join
your Virtual Class in Teams.

v Your teams

Kate Bond Business Moguls

Make calls and organize your contacts.

Click on your virtual classroom.

v Your teams

& \ -
Kate Bond Business Mogulx

Make calls and organize your contacts.

& General Posts Files Business Found.. (@D e

1. Click “Posts”
2. Find the meeting and click
“Join”

Meeting Updgted

MILLICENT C WILLIAMS 6:33 PM
® Scheduled a meeting

a Meeting Updated
Occurs every Thursday @6:30 PM
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