
DON'T HAVE TEAMS? HOW TO GET IT
If you don't have Teams you can download the Windows desktop app from

here: https://teams.microsoft.com/downloads

Alternatively, you can use the web version, which is the same as the desktop version. Log in with 

your Glow email address and password: https://teams.microsoft.com

Mac user? You can download the desktop app for Mac here (OS X

10.10+) https://teams.microsoft.com/downloads or use the web version.

Linux user? You will need to use the web version as there isn't a Teams app for Linux (yet).

   





SIGN IN
Once Teams has downloaded and installed, you will prompted to sign in.

  





The screenshots below show the log in process.

https://teams.microsoft.com/downloads
https://teams.microsoft.com/
https://teams.microsoft.com/downloads


TEAMS NAVIGATION
This is a link to an interactive demo (5 minutes) which will take you round the main features of

Teams: Microsoft Teams demo

FIND A TEAM
Here are some Keith Grammar School Teams to get you started.

Getting started with 
teams - a place to ask 
questions. 

School News Feed - Get 
the latest info from KGS.

https://teamsdemo.office.com/
https://teams.microsoft.com/l/team/19%3a967d737303714ce3848803e4fe2b7306%40thread.tacv2/conversations?groupId=df646412-32c5-4a3d-9c84-979435234172&tenantId=ccd32ca3-16ce-428f-9541-372d6b051929
https://teams.microsoft.com/l/team/19%3a2000a48891e6443dada9f5d5e3db03d5%40thread.tacv2/conversations?groupId=241b63a2-f08b-4af6-acd0-ef671211ff47&tenantId=ccd32ca3-16ce-428f-9541-372d6b051929


START USING TEAMS
Now you have Teams, here are a few things to try straight away.  The links will take you to "How

To" the Microsoft website.

Chat with anyone: Chat and Share Files in Teams

Have a Team meeting: Schedule a Team meeting

Set up meetings in Teams from Outlook: Schedule a Teams Meeting from Outlook

Instead of sending emails, chat to a group of people in Teams: Use @mentions in Teams

Collaborate on a document: Share your screen in Teams

Do a presentation: Show your screen during a teams meeting

Make a call to a colleague: Making a call from chat

https://support.office.com/en-gb/article/chat-and-share-files-in-teams-d7978db0-33b5-4ad3-93ac-ef0bd3c2a670?ui=en-US&rs=en-GB&ad=GB
https://support.office.com/en-gb/article/schedule-a-meeting-in-teams-943507a9-8583-4c58-b5d2-8ec8265e04e5
https://support.office.com/en-gb/article/schedule-a-teams-meeting-from-outlook-883cc15c-580f-441a-92ea-0992c00a9b0f
https://support.office.com/en-us/article/use-mentions-to-get-someone-s-attention-in-teams-eb4f059d-320e-454e-b111-03361d4d6855
https://support.office.com/en-gb/article/schedule-a-teams-meeting-from-outlook-883cc15c-580f-441a-92ea-0992c00a9b0f
https://support.office.com/en-gb/article/show-your-screen-during-a-meeting-90c84e5a-b6fe-4ed4-9687-5923d230d3a7?ui=en-US&rs=en-GB&ad=GB
https://support.office.com/en-us/article/start-a-call-from-a-chat-in-teams-f5138c9d-df4c-43d8-9cf6-53400c1a7798
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