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Access Microsoft Teams
◦ Microsoft Teams works through your Office 365 account, using your Mercy email address and password

◦ If you do not have the correct password, please email help@mercyhighschool.com to request a reset

◦ If you are using a desktop/laptop computer, open a browser (Edge, Chrome, etc) and go to 
teams.microsoft.com

◦ If you are using an iPad, go to the App store and download Microsoft Teams

mailto:help@mercyhighschool.com
https://teams.microsoft.com/
https://apps.apple.com/us/app/microsoft-teams/id1113153706


Browser or iPad app?
The app works differently than the browser version. If you are using the app, jump forward a few pages to 
find those instructions.



Teams desktop app vs. web app
Teams may offer to install the desktop app. This is optional. 

Use the web app



Changing the View
◦ The browser version of Teams has two views, List and Grid. 

◦ To switch views, click the More Options icon       and choose Switch View

◦ In List View, the     is near the bottom left corner. 

◦ In Grid View, the      is near the top right corner.

◦ These instructions are written using List View.



Three ways to join a Team:
1. Direct Add - You should automatically see the class in your list.

2. Link – Click the link and follow the steps to join the class.

3. Code – You will need to log in to Teams and enter a code to join the class. 

Look for this option in the bottom left corner of List view:



Each class will be listed here

Click the triangle on the left to 
expand/collapse classes

Below each class are channels – subpages 
for each class where different 
activities/discussions may be happening. 



Use these tabs to quickly find files and assignments

Click the Posts tab to return to the main feed

You cannot track your grade through Teams. 
Your accurate grades will be posted on PlusPortals.



Use these buttons to 
jump to different 
areas of Teams

Click Teams to return 
to this view

The Calendar will 
help you stay on 
track



Teams for iPad

Sign in



Enter your Mercy email address



Enter your Mercy 
email password

Sign in



Allow



OK



Classes listed here

Join a Team



This is your main navigation bar. Tap Teams to go back to 
the first page. Check out Activity to view notifications.



Not all of the tabs may be visible. 
Tap More to see additional tabs.

Show hidden channels



Tap here to view/submit assignments



Sample Assignment

Read instructions

Check due 
date & time

Links & files for the 
assignment

Tap here to add your work



Lots of options for turning in assignments. 
It is suggested that you create a file in 
OneDrive and then turn it in. You could 

also take a picture and then choose 
Upload from this device.



You can attach 
multiple files

Tap here to turn 
in the work, and 
then wait



You will receive a random animation when 
submitting assignments. You will also know it 
has been submitted by the time/date stamp 
at the top.

Confirmation



Teams Menu

Tap here to open menu



You can adjust notifications, 
change your status, and more.



Use the calendar to keep track of 
your schedule. You can also join 

Teams video calls from here. 
Join call





Adjust settings

Join now

Netiquette:
Turn your Mic off when 

entering a call. 

You can turn it back on 
when you’re ready.
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