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MEA Microsoft Class Teams 

• Office 365 is an online version of Microsoft Office. 

• Everything is saved in the cloud. 

• This means we can work from anywhere and from any device. 
 
Follow the steps to log into MS Teams  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.Go to Google and type Office 365 

in the search bar and click 

wwww.office.com   

2. Click sign in and sign in with your full school email 

address. For Example… 

20AT09@prospere.org.uk 

The password is the same you used to login to the 

machine and can be used for the printer. You have been 

given a laminated card with this information on.  

3. Click on the Teams icon  

4.  At this point, it may ask for your 

password again. Type it in. Remember it’s 

always the same password. 

It is at this point, if you are not in school, it 

will get you to download an app. 
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5. You should 

now see a 

screen like when 

you click on 

Teams. Each 

team is one of 

your classes. 

Click the class 

Team to find 

lessons 

uploaded.  

6. Teachers will be putting your 

lessons on Teams at the end of each 

day. This means if you are absent for 

any reason, you will be able to access 

your learning. When you have clicked 

in a team, click Files. 

Once in there, you may have to click 

on classroom resources. After that, 

you should be able to see your files. 

Work through any lessons you are not 

in school for.  

7. If we move to remote learning, 

each teacher will upload one 

Assignment each week to your class 

Team. You will need to work though 

the lessons from that week and use 

what you learn to complete and 

return the Assignment. Click on the 

Assignment tab to find this.  To 

return the work, tap on an 

assignment, then ‘+Add work’.  


