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Microsoft Teams User Guide

All pupils at Cyfarthfa High School have access to the Microsoft Office 365 platform. One of the
applications that we use regularly in school is Microsoft Teams.

To Access Teams

1. Open up a browser and enter the address www.office.com
2. Enter the username and password.

n.b.: - Office 365 usernames are made up of network usernames followed by
@cyfarthfahigh.merthyr.sch.uk

e.g. 19mccarthyj@cyfarthfahigh.merthyr.sch.uk

Passwords are the same as the school network passwords.

3. Once signed into Office 365 select Microsoft Teams from the dashboard.
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4. To select a Team click “Teams” from the left hand side of the screen and then the Team you
want to view.
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Posts
You will be set work through Posts within Microsoft Teams.
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MM Copy the Spreadsheets Task 1 worksheet from the Content Library to your Class Notebook and complete the worksheet.
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Copying Work from the Content Library

To copy these worksheets/past papers from the Content Library follow the instructions below: -

1. Click CIasLNotebook.
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Welcome to Class Notebook

Your OneNote Class Notebook is a digital notebook fo
handwritten notes, attachments, links, voice, video, anc

Each notebaook is organized into three parts:

2. Click the arrow.
3. Click “Content Library” and select the correct worksheet/past paper.
4. Right click on the worksheet/past paper and select “Copy”.
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5. Click on your own name in the Class Notebook and select the section where you want the
worksheet to go.
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6. Right click in the pages section and click “Paste”.
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7. Answer the work on the page in your Class Notebook.
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A spreadsheet is an electronic document in which data is arranged in the rows and columns of a grid and
can be manipulated and used in calculations.

2. Column
A column is a vertical series of cells in a chart, table, or spreadsheet. Below is an example of a Microsoft

Excel spreadsheet with column headers (column letter) A, B, C, D, E, F, G, and H. As you can see in the
image, the last column H is the highlighted column in red and the selected cell D8 is in the D column.
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