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What is Microsoft Teams? 
Microsoft Teams is a one-stop shop for everything you need to know about your 

course. Through Teams you can contact your tutor, chat to your classmates, find 

course resources, submit assignments and more! 

There are three main ways to access Microsoft Team: 

• Teams for Web: available on all computers, including Chromebooks. To 

access Teams for Web, open your regular web browser (for example, Edge, 

Chrome or Safari) and go to teams.microsoft.com. 

• Teams Desktop app: available for PC and Mac computers (not 

Chromebooks). Download the Microsoft Teams Desktop App. 

• Teams Mobile app: available for Apple and Android mobile phones. To 

download the Teams Mobile app, go to the Apple store or Google Play store 

and search “Microsoft Teams”. 

Which version of Teams should I use? 

For the best experience, we recommend using the Teams desktop app. The desktop 

app is generally faster and has more features. However, Teams for Web has 

everything you need to participate in your course, including access to meetings, 

assignments and more. 

The mobile app is useful for checking messages on the go. However we recommend 

using the desktop app or Teams for Web to participate in meetings and complete 

assignments. 

 

Sign in to Teams 
To sign in to Teams for the first time, go to teams.microsoft.com. Or if you have the 

desktop app installed, open that. 

Click sign in and enter the following details: 

• Your college email (eg. WS123456@weston.ac.uk) 

• Your college password 

 If your log in details don’t work or you have forgotten them, just ask your tutor or 

email library@weston.ac.uk. 

  

https://teams.microsoft.com/
https://www.microsoft.com/en-gb/microsoft-teams/download-app
https://teams.microsoft.com/
mailto:library@weston.ac.uk
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Multi-factor Authentication 

If you are accessing Teams off campus, you will need to set up Multi-Factor 

Authentication (MFA). You may find the following video guide helpful: Introduction 

to Teams. You can also follow the steps below. 

1. After signing in with your college email and password, you will see a message 

saying “More information required”. 

 

2. Click next. On your phone, go to your app store and search for “Microsoft 

Authenticator”. Install the app. 

 

https://weston.planetestream.com/View.aspx?id=5427~4s~tetczyqm&code=Vi~i9dwrMn9fkFAbyIuIdhhwJFTFxxXWF7HVEvbDwClW8aFgFoJe7BCxUOELQQUAAIRM28ZpXyYKaVxjni4&ax=6S~KePT6lVIOvsO
https://weston.planetestream.com/View.aspx?id=5427~4s~tetczyqm&code=Vi~i9dwrMn9fkFAbyIuIdhhwJFTFxxXWF7HVEvbDwClW8aFgFoJe7BCxUOELQQUAAIRM28ZpXyYKaVxjni4&ax=6S~KePT6lVIOvsO
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3. Open the Microsoft Authenticator app on your phone. Tap the + icon in the 

top right corner, then select Work or school account, and choose scan QR 

code. 

         

1. Use the app to scan the QR code displayed on your computer screen. Click 

next. 
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2. After scanning the QR code, you will see a message on your phone saying 

“account added successfully”. Meanwhile, on your computer, press next. A 2 

digit code will appear. You will also receive a notification on your phone from 

the Microsoft Authenticator app.  

 

3. Tap the notification to open it, enter the 2 digit code, and tap yes to confirm it 

is you signing in. 

 

4. On your computer, you will see confirmation that the sign in request has been 

approved. Select next, then done to continue signing in. 
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Already signed in to a different account? 

• You may already have another Teams account. This could be a personal one, 

or one you use for work.  

• To check which account you are signed into, select the user icon at the top of 

your screen. If you are in the correct account, you will see Weston College and 

your college email as below: 

 

• If you can’t see “Weston College”, select add another account. If you can’t 

see this option, select sign out instead. Then, sign in again using your college 

email and password. 

• If you are having trouble switching between accounts, try the following guide: 

Managing Multiple Microsoft Accounts 

 

Accessing Microsoft 365 

While you are at Weston College, you have full access to Microsoft 365. This includes 

lots of other useful apps, such as OneDrive, Word, PowerPoint and Excel. To find your 

other Microsoft 365 apps, go to microsoft365.com. 

To use the web apps in your browser, click the app launcher in the top left corner. 

To install the desktop apps onto your computer, click install and more then select 

Install Microsoft 365 apps. 

 

  

https://microsoft365.com/
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Find Your Way Around 

The Basics  
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Your Class Team 
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Start a Post on your Team 
A great way to keep in touch with your tutors and classmates is by using the posts 

section on your Team. Follow the steps below to try it out. 

1. Go to your Team and click start a post at the bottom of the posts tab. 

2. Type your message in the box that appears. 

3. When you’re finished, click post to add your message to the team. 

 

Tip: Want to make sure someone sees your post? Mention them in the post to make 

sure they see it! Just type @ followed by the person’s name.  

 

Respond to Someone Else’s Post 

If you want to respond to someone else, make sure you don’t accidentally start a 

whole new post! 

To reply to someone else, click reply under their post. Don’t forget to press send  

when you’re done. 

Want to acknowledge the post, but not sure what to say? Click react to respond with 

an emoji. 
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Send a Private Chat Message 
 

If you want to send a private message to one person or a smaller group of people, 

instead of your whole Team, you can use Chat. 

1. Start typing the person’s name in the search bar. 

2. Select their profile from the search results 

3. Type your message and click send  when you’re done. 

 

Tip: You can also send files in chat and post messages! Press the + next to send, and 

then select file.  
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Joining an Online Meeting 
These instructions are for the Teams desktop app. If you are using Teams for Web 

browser you can still follow the same steps, but things may look slightly different. 

Select calendar from your side bar. You should be able to see the meeting on your 

calendar at the expected time. 

If the meeting is due to start soon, you will see a join button. Just click this to join the 

meeting! 

 

 

Can’t see the join button yet? You might be a bit early! Just left click on the 

meeting and a join option will appear. 

 

  



 

learningtech@weston.ac.uk | 12 

Once you’ve clicked join, you will have a chance to check your camera and 

microphone settings before you enter the meeting. 

 

 

Video effects: Select this to apply effects to your webcam such as a blurred or virtual 

background. This is a good way to maintain your privacy when learning at home. 
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During the Meeting 

Here are a few useful options to be aware of during your online meeting: 

 

 

Live Captions 

Teams can detect what is said in a meeting and provide real-time captions. To turn 

captions on, select more, then language and speech, then turn on live captions. 
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Class Notebook 
You can access Class Notebook by going to your class Team and selecting Class 

Notebook from the side bar. 

Once you have opened Class Notebook, click the bookshelf icon (highlighted below) 

to open navigation. 

 

 

You can then navigate between the 3 main parts of Class Notebook: 

• Content Library: A read-only space where teachers can share handouts with 

students.  

• Collaboration Space: A space where everyone in your class can share, 

organize, and collaborate. 

• Student Notebooks: A private space shared between the teacher and each 

individual student. No other students can see what is in your notebook.  

Each part is also divided into further sections. Select a section and you will see a list 

of pages in that section. Select a page to open it and view/edit the content. 

 

Changes on Class Notebook save automatically, so you do not need to remember to 

click ‘save’ while you are working. However it is a good idea to wait about 10 seconds 

between stopping typing and closing your notebook, to ensure that it has had time 

to save everything. 
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