
Sign in to Office 365

Enter office.com in the address bar of your browser



Sign in to Office 365

First time sign in click on Sign in button and enter your 
unbq.ca email address and password Earth01$

You will be prompted to create a new password and will also 
need to authenticate your account

See the Office 365 Login Instructions handout on the Blue 
Quills website under Student Services, Student Online 

Resources

https://bluequills.ca/Documents/Office-365-Login-Instructions.pdf


Sign in to Office 365

After your first sign in you will only have to click on the sign 
in button and enter your password. Your username is 

remembered



Sign in to Office 365

If you are going to be signing in with a different account click 
on Switch to a different account



Sign in to Office 365

Enter the email address for the account you wish to use and 
then sign in 



Office 365 Home Screen

Click on the Install apps button to install 
the Office 365 apps (Word, PowerPoint, 

etc.) to your computer. This allows you to 
work on assignments, projects, etc. 

without being on the Internet.



Office 365 Home Screen

Click on the Teams button to go to Teams



Choose How You Want to Use Teams

Unless you have Installed the apps 
on your computer you will want to 
click on Use the web app instead



Joining your Team (Classroom)

All of the classes you have been 
added to will appear here. Click on 

the class you wish to join at this 
time.



Welcome to Your Team

Click on All teams to go 
back and view all your 

teams at any time



Team Classroom (General Channel)



Team Classroom (General Channel)

You will see posts from 
your instructor here in 

the General channels as 
well as assignment and 

links to join online 
classes.

If your instructor is using 
additional channels 

posts, assignments, and 
links for online classes 

will appear under those 
channels.



Team Classroom (General Channel)

Students can click on the 
Start a post button to 

add posts to the 
channel.



Channels

Teams uses channels to organize your classes

In addition to the General Channel 
your instructor may add additional 

channels. You can go to these 
channels to see links for meetings, 
assignments, etc. for that week or 

topic.

If no channels are listed 
all information will be in 

the General channel



Chat
You can use the Chat 

feature to communicate 
with your instructor 
individually or with 

other students.



Chat

Click on the New chat 
button to start a 

conversation with 
someone.



Chat

Click in the To: box and 
begin typing the name 
of the person you want 

to chat with.

Type your message

Click on 
Send button



Joining Online Lectures via Calendar

Click on the Calendar 
button to go to your 

calendar



Joining Online Lectures via Calendar

You will see your scheduled online 
meeting posted on the day and time it is 

scheduled

Click on the scheduled 
block to join the online 

meeting

Your online meeting will also appear under the General channel or a specific channel depending on 
how your instructor has set it up.



Joining Online Lectures via Calendar

Click on the Join 
button



Joining Online Lectures via Channel

Click on the 
channel for the 

class you are 
attending. In this 
example: click on 

Week1 –
Introduction and 

Email for your first 
class.



Joining Online Lectures via Channel

You will see a 
purple bar. This is 

your link to join the 
online session. 

Click on the Join 
button. 



Joining your Online Lectures

Camera 
On/Off

Set Background 
filters



Joining your Online Lectures

Microphone 
On/Mute



Joining your Online Lectures

Click on Join 
now to 
begin 

session



Joining your Online Lectures



Joining your Online Lectures

Send a 
Reaction

Show 
Participants

Microphone 
On/Mute

More 
Actions

Show 
Conversation

End 
Session

Camera 
On/Off

Share 
Content

Raise your 
hand

Change 
your view

Add an 
App



Joining your Online Lectures

Show 
Participants



Joining your Online Lectures

Show 
Conversation



Joining your Online Lectures



Joining your Online Lectures Share 
Content



Joining your Online Lectures

Click to Share your Audio

Click to select screen to share

Click Share



Files/Folders – General Channel

Your Instructor may have 
files or folders located 

here in the General 
channel. Files or folders 
can also be located in 

other channels.

Click on Files to see any files or 
folders that have been uploaded



Sharing Files/Folders – Other Channels

The outline for this sample 
class was uploaded to the 

Week 1 – Introduction channel



Sharing Files/Folders – Other Channels

Click on New to create a 
folder or a new file.



Sharing Files/Folders – Other Channels

Click on Upload to copy 
an existing file or folder 

from your computer.



Sharing Files/Folders – Other Channels

Folders uploaded from 
your computer will be 

copied to Teams (All the 
files in the original folder 

are copied as well)



Sharing Files/Folders – Other Channels



Sharing Files/Folders – Other Channels

Click on Upload to 
complete the copy



Assignments

Click on Assignments



Assignments

All Assignments will be 
listed here



Assignments

Assignments are also 
listed in the General 
channel or specific 
channels based on 

how your instructor 
has set up the class.



Assignments

Assignments will also 
appear on your 
calendar if your 

instructor has checked 
off that feature when 

creating the 
assignment.



Assignments

Click on the 
assignment you 
want to open.



Assignments

Click on the More attachment options button (the 3 dots) to 
select how you want to open the assignment.



Assignments

Open in Teams or Open in 
Word Online to complete your 

assignment in the online 
version of the app.



Assignments

This is what the assignment would 
look like in the Teams option. (It 

opens in Word online)



Assignments

Open in Word 
to complete 

your 
assignment in 
the installed 

version of the 
app from Office 

365.



Assignments

This is what the assignment 
would look like in the 

installed version of the 
Office 365 app.



Assignments

After you have completed the 
assignment click on the Close button 
to return to Assignments in Teams to 

submit.



Assignments

All you have to do now is 
click on the Turn in button.



Assignments

If you completed the assignment in 
a desktop app other than the 

installed app from Office 365 or 
the online version you will have to 

attach it.



Assignments

Go to Upload 
from this 

computer and go 
to the location 
that you saved 

the file to.



Assignments

Select the file and 
click Open



Assignments

The attached file 
is listed below the 

original. 

Please note: If you are 
attaching a file when you 

Turn in both the original file 
and the attached file are 
submitted. The preferred 
method for completing 

assignments is to use the 
Open in Teams, open in 
Word, or open in Word 

Online options.



Grades

Click on Grades to 
see your progress 

and to view 
feedback.


