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How to download Microsoft Teams



Click on the link



Click to Download



Click to Download



Download Started



Once Microsoft Team app is 
downloaded, it appears in 
your downloads. Double 

click to start installing



Click Run button to 
start installation



Teams icon on 
desktop after 

installing
Double click to 

open app



Type in play 
store and 
select first 

option

Click Install 
button to 

install 
Microsoft 

teams



Teams app installed and visible on mobile 
screen



Login in Microsoft Teams app



Enter Username 
provided to you

S_12345@bkbirlacollegekalyan.com

Click Next



Enter Password
provided to you

Click on Sign In button to 
login in your teams account

S_12345@bkbirlacollegekalyan.com
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Joining teams through code



Click on the button 
to join the team 

through code given 
by your respective 

teachers



click on the Join button to get yourself added in the team

Enter the Code given 
by your respective 
subject teacher
Eg. a1E67d

a1E67d



Your List of teams



Click here

Click on the button to join 
the team through code 

given by your respective 
teachers



Click on the Join button to get 
yourself added in the team

Enter the Code given 
by your respective 
subject teacher
Eg. a1E67d

a1E67d



How to Join Meeting(Lecture) in MS 
Teams



Click on it to join the meeting



Click Join Now to attend the lecture





On or Off Video

On clicking, 
chat box 
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On or Off Mic to 
speak or ask 
question

Type question here 
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Chat 
box



Click the dots option to get 
the menu

Click on Start recording to record 
the lecture
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Click the dots 
option to get 
the menu

Click on Start 
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record the 
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Click on it to leave the lecture when the lecture ends



How to check and submit assignment



Click on the View Assignment button to open the Assignment



Click on Add Work to add your assignment in any format (word/pdf)



Once you attach your assignment, click on Turn in button to submit your assignment



Click on the View 
Assignment button to 
open the Assignment

Click on Add Work to add 
your assignment in any 
format (word/pdf)






