
Students: Opening Office 365 and Teams

1. Open a browser and go to office.com. You can also do this easily by clicking on the 

Office 365 button on the school website here:

2. Type in your school email address, username@office.holytrinitycrawley.org.uk
(Your username is the first 4 letters of your surname followed by the  1st letter of your 
first name followed by your start year numbers 
(e.g.osboa014@office.holytrinitycrawley.org.uk)

Then click the Next button:

1. Click on Work or school account:
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2. Enter your password

3. Now click on Teams.



4. The Teams window will open.



5. If you have an assignment, it will show here:

6. When you click on the icon, it will open and you can view the assignment



7. Once completed, hand the work in.

8. If you have a class lesson or tutorial it will be displayed under the Calendar. Our 

Teacher’s name will be displayed.



9.  Once you click the Join button on the Calendar, the following screen will be 

displayed. Click Join Now.

10.You can make changes to your video and audio settings here:



Please note:

*There is a Teams App which you can also download onto a desktop or mobile. 
https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app

*Using your Office 365 school email account, you can install Office on up to five 

computers or mobile devices.
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