
Open your Teams App from 
your desktop or device.  You 
can also access from Office 
365 online but the app works 
best – download the app if 
you can.  



Enter your @crookhill email 
address.  Get in touch with 
your class teacher if you 
don’t have this.  



Enter the password for your 
account and Sign in



Once you are signed in, you will see your
Team name.  Click on the calendar icon 
on the side menu.    



In your calendar, you will see the meeting details.  You 
should click on the meeting details and click join.  



Before you join the meeting, you can check your camera is on and  
working and change your background if you like.  



Check you have selected your computer audio and then you can join.  You may have to wait in the ‘lobby’ 
until your teacher lets you into the meeting.



This is the hands up button 
which you can click if you 
want to talk to the others in 
the meeting.  Wait until you 
are asked to unmute before 
you speak.

Once you’re in the meeting, 
please mute yourself or the 
background noise will be 
very distracting.

At the end of the 
meeting, you can 
leave by pressing this 
red button.  


