
ACCESSING MICROSOFT OFFICE AND MICROSOFT TEAMS 
 

1. Visit www.peoriapublicschools.org 
2. Visit STUDENTS & PARENTS and then either Learning @ Home to use MS Teams in the 

browser or Microsoft Office 365 to install the software. 
 
 

 
 
 

 
 

 
 

3. If logging in to MS Teams through a browser, username and password will look like 
this:  

 
 
 
 
 
 
 
 
 



 
4. Sometimes the browser will not let you continue into MS Teams. It is recommended 

to download the program/app for the specific device you are using.  
 

Download Microsoft Teams: 
https://teams.microsoft.com/downloads#allDevicesSection 

 
 

5. In addition, install Microsoft Office suite free at home by following these directions, 
and found on the district website https://www.peoriapublicschools.org/Domain/5495 
 
Microsoft now offers Microsoft Office suite free at home for any student in our 
district who has an Office 365 for Education email account, at no additional cost 
to the district.  
https://products.office.com/en-us/student/office-in-education 
  
Please click the link above to start the verification and installation process. Enter 
the district student email address (<6-digit ID>@students.psd150.org) in the 
textbox on that page to verify access. Once approved, follow the steps to get to 
the “Install Office on your PC (or Mac)” option, and click "Install now" on your 
home computer; if you don't get get those instructions, you can still download 
Office to your home device from your web email account. 
  
You can also start the installation by going directly to https://www.office.com and 
signing in with the district student email login (<6-digit ID>@students.psd150.org) 
and password. Click the "Install Office apps" button to install the latest version 
of Office (Word, Excel, PowerPoint) on up to 5 home computers (PC or Mac). 
  
Parents/Students - please contact your teacher or principal if you need help 
finding the student email login information. All student email/Office365 
correspondence is monitored using Gaggle's Safety Management feature, 
24/7/365, to ensure student safety. 

 
 

6. Once installed, log into the Microsoft Teams program. 
 
 
 
 
 
 
 
 
 
 



7. Log into the Microsoft Teams program. Below is a sample of a student Microsoft 
Teams page and then a Quick Start Guide from Microsoft Teams. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Students are able to access their profile through the profile circle in the upper right-
hand corner of the program. 

 
 

Microsoft

Learn more about Teams

Quick Start Guide
New to Microsoft Teams for Education? Use this guide to learn the basics.

Microsoft Teams for Education

Navigate Microsoft Teams

Use these buttons to switch between 

Activity Feed, Chat, your Teams, 

Assignments, Calendar, and Files.

Add apps

Launch Apps to browse or search apps you 

can add to Teams.

Join or create a team

Find the team you’re looking for, join with 

a code, or make one of your own.

Start a new chat

Launch a private one-on-one or small 

group conversation.

Use the command box

Search for specific items or people, take 

quick actions, and launch apps.

Manage profile settings

Change app settings, change your pic, or 

download the mobile app.

What is a team?

You can create or join a team to 

collaborate with a certain group of people.  

Have conversations, share files and use 

shared tools with the group – all in one 

place. That group could consist of a class 

of students and educators, a group of staff 

and educators collaborating on a topic, or 

even a group for a student club or other 

extracurriculars. 

View and organize teams

Click to see your teams. Drag team tiles 

around to reorder them.

Find personal apps

Click to find and manage your personal 

apps.

Manage your team

Add or remove members, create a new 

channel, or get a link to the team.

View your team

Click to open your class or staff team.


