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Click the Teams icon
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Click ‘Download the desktop app’.
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You will see a notification that Teams is installing.
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Once the download is complete, click on the notification.
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Teams will then install
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You will then see the login page. Enter your Hwb email address.
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This screen may appear after you enter your email address. Click

‘Work or school account’.

B® Microsoft

We're having trouble locating your account. Which
type of account do you want to use? /

¥ Work or school account ‘
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Personal account

R Created by you
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Tired of seeing this? Rename your personal Microsoft

account.
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Now enter your password.
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If you see this page, make sure this box is NOT ticked and click ‘No,
sign in to this app only’. DO NOT click ‘OK’.

bCc
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Windows will remember your account and automatically sign you in to your apps and
websites on this device. You may need to let your organisation manage some settings
on-your device.

my organisation to manage my device

No, sign in to this app only

You may also see this. Click ‘Let’s do it’.

One more step to set up Teams with Office
Click Let's do it, then click Yes on the next screen to get everything hooked up. /

Let's do it




You may see this screen. Click ‘No’.
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This screen will then appear. This is correct. Nothing is wrong.

Something went wrong and we couldn't set up Teams as the chat app for Office. Fix
this later by clicking your profile picture, then Settings. Select General > Register
Teams as the chat app for Office.

Teams will now be installed on your device. You can also download
Teams on your phone too.

Go to the app store and search ‘Microsoft Teams’.



You can also download Teams without logging in to Hwb. Please click
the following link:

https://www.microsoft.com/en-gb/microsoft-365/microsoft-
teams/download-app

Click ‘Download for desktop’.

Once downloaded, sign in using your Hwb email address and
password. Complete the rest of the setup using the instructions
provided.

Switching Accounts

If you have more than one child and need to switch between
accounts, this can be done by clicking on their initials in the top right-
hand corner of the screen. Select the ‘Sign out’ option from the list.

L McHugh (St Josephs RC Primary Sc...
R LM
Change picture

Available >
4 Set status message
. :] Saved
£33 Settings
Keyboard shortcuts
About >

Download the desktop app
Download tyobi\e app
Sign out

You will then be taken back to the login screen and will be able to
sign in with a different account.
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