How to use Microsoft Teams



Step 1 o

A Please Click Here for The Latest Update Regarding Ontario schools closed March 14 to April 5 due to COVID-19
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Step 3 ,

* Sign in with your
@hwdsb.on.ca EEEEE]
email.

to continue to Outlook

username@hwdsb.on.ca

Can't access your account?

For password recovery, use the “forgot my
password” feature above - Otherwise, staff may
request assistance by email help@hwdsb.on.ca or

* Enter your password e e
after clicking “next”. |

Terms of use  Privacy & cookies .- -




Step 4

* Click the “waffle” or
grid shape in the
very top left corner
of the page (beside
the word OUTLOOK).
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Step /

* Click the icon in the
red circle.

* This will create a
new chat space for
you to connect with
a specific person.




Step &

* In the RED BOX, type g = -
the email address of &3
the teacher you L] ¢ N
would like to : :
communicate with. |§

You're starting a new conversation

Type your first message below.

* Once it comes up,
start typing below
where it says, “Type & b .
a new message”.




Step 9

< > & Search or type a command

Recent Contacts Y Chat 3more~ -+

* Click the “Camera”
or “Phone” to
contact your
teacher.

* You can also just
type a message and
wait for a reply. This
acts as a chat room.

h’ype a new message
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