
                             How to access an online course through Microsoft TEAMS 
 

 

Using your Phone/Tablet using Microsoft Teams 
 

 Before starting your online learning with the Adult Skills & Family Learning 

Service, - learners using phones or tablets will need to download the free 

Microsoft Teams app ( available free on the app store or on Google Play Store) 

 We recommend you doing this atleast two hours before you are due to join your session 

 Download this app onto your mobile device (you only need to do this step once) 

 You don't need to create an account as you will join your course as a guest each time you attend a 

session via an email invitation sent from your tutor.  

 

 

 

1. About 5 minutes before 

the session is due to start 

please click the 

‘Click here to join the 

meeting’ link in your email 

 

2. You will then be 

asked to type your 

name and click ‘Join  

as guest’  

 

 

3. As this will be shown on 

screen please use the name 

you enrolled with, this will 

be to register your 

attendance.  

 

4. You will be asked 

if it's okay for Teams 

to use your 

microphone and 

camera.  

 

Please do not use nicknames as you risk not being 

recognised and refused entry to the session. 

 

You will need to allow his otherwise you will not be 

seen or heard at the session. 

5. You will see the message  

'Someone in the 

meeting should let you 

join in soon'. 

This confirms you are 

logged-in 

 

6. The tutor will receive 

the message that you 

are waiting in the lobby 

and will admit you to 

the session. 
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                             How to access an online course through Microsoft TEAMS 
 

 

Using your Laptop/ PC/Mac using Microsoft Teams 
 
Learners using a laptop/PC/Mac don't need to create an account as you will join your 

course as a guest each time you attend a session via an email invitation sent from your 

tutor.  

 

1. About 5 minutes before the session is due to start 

please click the ‘Click here to join the meeting’ link 

in your email. 

 

2. You will be given the choice to either  

'Download the app' or 'Continue on this browser'. 

Please choose ‘Continue on this browser’ 

 

 

3. You will be asked if it's okay for Teams to use your 

microphone and camera. 

You will need to allow his otherwise you will not be 

seen or heard at the session. 
 

4. Click ‘Join as guest’  

If you are asked to type your name this will be shown on screen. Use the name you enrolled 

with, this will be to register your attendance.  

Please do not use nicknames as you risk not being recognised and refused entry to the session. 

 

5. You will see a message  

Waiting for someone to admit you/waiting for 

other to join 

This confirms you are logged-in 

 

6. The tutor will receive the message that you are 

waiting in the lobby and will admit you to the 

session. 
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