
How to Access Microsoft Teams
The school has paid for an Office 365 subscription on behalf of every student in the 
school. With this subscription you can do all sorts of things:

What’s my email address? It’s your USERNAME
(the one you use to log onto computers at school, 

followed by the school email address:
What’s my password?

USERNAME@humphry-davy.cornwall.sch.uk

The same password you use to 
log on to the computers in 

school (Year 7’s it’s on a sticker 
in your planner!).

Don’t know your USERNAME or Password? – It’s very important that you remember 
this information because you will need it to gain access to various school systems. 
Write it down in your planner if you think it will help you.  If you really can’t 
remember, please follow these steps:

While you’re in school While you’re home schooling

Any teacher with 
access to a PC can 
remind you of your 

USERNAME, or 
change your Password. 

You will need to contact the IT Helpdesk to retrieve your 
USERNAME or change your Password.  Ask your 

Parent/Carer to email helpdesk@humphry-
davy.cornwall.sch.uk stating:

• Your Name
• Your Parent/Carer’s Name
• The nature of the problem

Your, Parent/Carer will then get a call back using the contact 
details we have on record for you. The helpdesk will ask 
questions to help verify your Parent/Carers identity before 
providing your USERNAME or changing your Password.

These accounts are already activated, so to use the Office 365 applications (like 
Outlook, Teams, PowerPoint, Word, Excel etc..)  you just need to log in using your 
school email address and password. The applications can all be used via a web browser, 
but you'll probably find it easier if you download the Apps onto your phone, tablet or 
computer.  

Outlook is 
for email

Word is for 
making 
documents

PowerPoint is for 
presentations

Teams is for face 
to face meetings or 

lessons

One Drive is for opening 
or saving documents to a 

server in school

You’ll need your school email address and Password to be able to log into these 
applications at home. It won’t work if you try to log in with your personal email address, 
as your school email address has been used to set up the subscription.

mailto:helpdesk@humphry-davy.cornwall.sch.uk


Launch your web browser. Chrome 
works best. If you don’t have Chrome 
you can download it for free here: 
https://www.google.co.uk/chrome

In the search bar type “365 login”. 
Then select the link to the Office 365 
Login page.

On the welcome page select “Sign In”.

Then sign in using your school email 
address:

How to access Teams using a browser on a 
home computer

USERNAME@humphry-davy.cornwall.sch.uk 

https://www.google.co.uk/chrome


It’s possible you already have a 
Microsoft account associated with this 
computer (perhaps for another 
subscription like Xbox Live).  You need 
to choose “Work or school account”. 

This will take you to the RM Unify web 
page. (RM Unify is the system we use to 
check your username and password).

Log in again, using your school email 
address and the password you use to log 
on to our computers in school.

If this is your personal computer (not 
shared with others), or you’ve signed 
into your own user profile, you can 
select “Yes” to save your sign in 
information.  If it’s a shared computer, 
select “No”.

Office 365 looks like this! The links to 
launch the different applications are on 
the left hand side or can be located by 
clicking on the waffle icon.

Select the Teams icon.



You can opt here to download a copy of 
the app to your computer. This will likely 
give you a better experience while using 
the program. Otherwise just click “Use 
the web app instead”.

When Teams opens you’ll see a button on 
the left called “Teams”. Clicking on this 
will show you all the teams that you are 
in (your teacher will make your class 
"go-live" when they are ready, so there 
should be one for every class you're in).

Identify the class name you’re supposed 
to be meeting with. Most class names 
follow a set format i.e.

7AnTy1

Select the team name (the class name) 
that you have a meeting with. You will 
then see this team’s board. Look for a 
button that says “Join Meeting”.

It’s super important to make sure you 
have turned off your camera and muted 
your microphone before joining.  You 
don’t need to have a webcam or 
microphone to “Join”, but it’s easier to 
participate if you do.  Your teacher will 
unmute you to respond to questions. 
Then click “Join Now”.

You should now see your teacher/or a 
resource your teacher is showing.  Hover 
over the icons on the dock to see what 
they do.



Launch the App store or similar app you 
use to search for new applications.

Search for “MS Teams”.

Download the app to your phone.

When the download is complete, click 
to launch the app.

How to access Teams using a Phone App



You may already have a Microsoft 
account associated with your phone 
(possibly for another subscription 
service like Xbox Live). You’ll need to 
log into your “Work or school account”.

To do this you’ll have to enter your 
school email address.

This will take you to the RM Unify web 
page. (RM Unify is the system we use 
to manage all your subscriptions).

Log in again, using your school email 
address and the password you use to 
log on to our computers in school.

Allowing notifications will let you be 
alerted when things happen in your 
teams (Like when a class meeting is 
happening).

USERNAME@Humphry-davy.cornwall.sch.uk



To conference with your teacher and 
classmates, you’ll also need to allow the 
app permission to use the microphone.

When the app opens, select the 
“Teams” icon on the dock.

Choose the team (the class) you are 
supposed to be meeting with.

Identify the class name you’re 
supposed to be meeting with.  Most 
class names follow a set format i.e.

7AnTy1

When you’ve navigated into your team, 
look for a button to “Join” the meeting.
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