Accessing Microsoft Teams:
Via the internet

1. Google search ‘Digital Learning Team’
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2. Along the top bar, you are given 4 options: About, Learners, Parents / Carers or Staff. Select ‘Learners’ and on the drop down menu, select Office365 Login
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3. Once selected you will be prompted to enter your username and password.

NOTE: The font used can cause confusion with passwords. Lowercase L can be confused with the number 1 and the number 0 and a capitalized O can be confused (and vice versa). If the password is highlighted as incorrect, please substitute in these options and try again.
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Learning & Teaching

Type in your user name (payroll number for staff, SCN for students) and password.

User name: [123456789

Password:

Sign In

LEGAL WARNING: You have accessed a computer managed by The City of
Edinburgh Council and CGI. Unauthorised access or use of this site (and
any connected systems data) is prohibited and constitutes an offence
under the Computer Misuse Act 1990. By accessing this site, you signify
your acceptance of the terms and conditions set out in The City of
Edinburgh Council ICT Acceptable Use Policy.




4. Once logged in you are given a variety of options to explore. To access Teams, select the Teams icon.
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The children may be asked to access their emails – to do this select Outlook – or create a  Sway – select Sway at the end of this menu. If the children wish to complete work online, they could use the Microsoft Tools here – be aware that some of these tools – specifically word – have limited features compared to the desktop app.

5. On selecting Teams – the children should have a channel for their class available to interact with their class and teacher.
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NOTE: If the children attempt to log-in online via the office365 website, the children will be required to type in their username in the same format as they would on the app –  *child’s username*@ea.edin.sch.uk (see below for App instructions)
Via App

1. Download the ‘Teams’ app from the store.
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2. Insert email address as prompted.

NOTE: This is different to the one given on the children’s slip containing their username and password. Please use the following format:     *child’s username*@ea.edin.sch.uk
This is shown here:
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Sign in using your work or school account.

123456789@ea.edin.sch.uk

Get help with signing in





3. The children will be asked to enter their password, then will be taken to their Teams homepage.

NOTE: The font used can cause confusion with passwords. Lowercase L can be confused with the number 1 and the number 0 and a capitalized O can be confused (and vice versa). If the password is highlighted as incorrect, please substitute in these options and try again.

The tabs along the bottom of the app (see image below) allow the children to move easily between their notifications (Activity), Teams and Assignments and will – hopefully – allow the children / parents to upload images of work much easier.
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