Using Office 365 for Home Leaming.

Before Christmas, you were sent home with

My email acdrezs is: Swesthouses.derbyshire. sch.uk . I/t . .
My Pazzword is: (Remember: it has capital letters anc lower case letterz).

Office 365 login details.

Use this sheet to login to Office 365 .and to
et on to Teams. Alternately, iou can
downrload the Microsoft Teams App and use
the app instead.

How to log on to Office 355:

1. Goto: mttps://www.office com/

e The screen shots on the next few pages .are
there to help with your home learning. They
are taken from the A,p,p/ Website wversion. If
MOM are using .o phone or ktablet, some
options will .not be awvailable or may .appear
in a slightly different w.oy.

whether you want to remember your details, ciick no.

Enter password



Sometimes, you will be given a

Use this tab task to complete on Teams (like
o send a awuzgox%. They will
an odult, or
Lo look ot a ,
corwersakion
from a v [
sz.Q/ULO/U./S, B Work week
O LLU 2 HH ’ o7 0'8

. ™ e uesday Wednesday Thursday Friday
This is where

sour ‘Teams
are — Yo
will bziéfn. a
class team
and a year
group team.

This tab will show youw when there are
arnyy online lessons. will appear on
the date they ,%WW When
s time, you will see a join bhutton.




: This button will let you start o new .corwersation

[PachCaatie e don with an adult. 1 you need Lo sk gour teacher
question. click here and search for their .name. When

it appears, click the name and it will .open a chat.

chats from Eye—
will appear here:

he .ahble : :
g o Use this .option to
)ﬂujxww kReep in touch aith
work. click on the wr teacher -
M“ﬁf@u ﬁgmx Lo
right. ;ouL, and give

o f £
oure Jundi Moar
MIOXR bricRAY.

Remember: When you send a message, u need Lo .make suwre you ore
Ahowing go.od m%uwzswbdwsmg ,th.eﬁncho@ approprictkely, ﬁﬁs,tlxkz
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we would encpect you to do so in school.




What .do the buttons mean when I'm in a Teams Meeting?

This button will mute youwr microphone
- if it has a line through it, it means it
is muted. Make sure iyour microphone is Al the end of a session,

This hutton shows muted unless your teacher .asks you to wse this n to leawe the
AL Hﬁibmm% ,Uq,éOJ: wrumuke ik, Teams Meeting.
in
T.e,a,n?\zonml;«ng

This button turns on and off
ﬁgw camera. If it hos a line
ough Hme.,pj,ct(u,e, it .means

the camera is off.

This raises your hand

- M/S,Q.H'LL'S,JJ:J*OU, have Sometimes, some .of the huttons
A b T f{ 4 “%.CL worit he wvisible. this is the
m&ww case, click on the three doks
and the options may he in
u)mmwwuzrzdﬂgbd there. If Aﬁf@w car’t find the
AU p telling buttons, ask your teacher or

teacher iyou need help. someone at home to help.



