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This document will provide instructions on the following:
¢ Install MS Teams on your Tablet

¢ Activate the Self-Service Password Reset
* How to Reset an account password

PLEASE NOTE:

This document assumes you still have access to your account and you can login to MS Teams
successfully.

If you do not have access to your account, please contact the Principal of the institution to which your
child/ward is attending. They will contact the Ministry of Education to pass on the relevant information.

Install MS Teams on your Tablet

‘ J Turn on your tablet and proceed to find the Google Play Store Icon: >

Click the Google Play Store Icon to launch the app.
Please login with a suitable Google account if you have one or create account.

Google
Signin
with your Google Account. Learn more

Email or phone

Forgot email?

Create account
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‘ STEP: 3 ‘ Once you have logged into the Play Store, you can search for MS Teams in the search bar.
Click the search bar now and search for MS Teams.

10:42 Zeal B |
= Search for apps & games U .
For you Top charts Categories Editors’ Choice Family
Recommended for you =
TikTok Netflix Messenger - Instagram VLC
69 MB 17 MB Textandivideoial g7 MB 28

38 MB

‘ STE ‘ Click on the app listed and it will open up the app details. Click Install.

& msteamd

i. Microsoft Teams

Microsoft Corporation Install

42% | € 100M+

2M reviews 56 MB Everyone @ Downloads

@  Microsoft Teams

Q  msteams K

Q_  ms teams microsoft teams K

About this app 5

STEP: 5 MS Teams will be downloaded and then installed on your tablet. This may take several
minutes depending on your internet speed. After installation is completed,
Click on: Open to open the app OR look for the installed app on your tablet.

g ; 000
s M ic rOSOft Tea m s Google Apllcgc!cnes de Play Store Phone
ﬁ Microsoft Corporation Microsoft
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Camera Gallery Clock Contacts

Uninstall

Ads - Suggested for you

Calendar Calculator Play Music ~ Samsung Notes
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/ { Alibaba com
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Space shooter - ExpertOption - Likee - Let You Alibaba.com - M
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k ‘ When MS Teams app opens, you will be greeted by the Login Screen.

Microsoft Teams

i)

Get started with your work, school, or personal Microsoft
account

Get help with signing in

You have successfully looked for MS Teams, downloaded and installed the app and are now
ready to Login and proceed to use MS Teams.

PLEASE DOWNLOAD ADDITIONAL SOFTWARE FROM THE PLAY STORE:

Onenote
Word
Flipgrid
Powerpoint
Excel

-END-
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Activate the Self-Service Password Reset

m Please proceed to sign into MS Teams.

Microsoft Teams

Get started with your work, school, or personal Microsoft
account

Get help with signing in

m After successful login, you will be prompted to provide more information to keep your
account secure. Click on: Next

B2 Microsoft |
1 aniljinfrancois@moesvg.org
More information required

Your organization needs more information to keep
your account secure

Use a different account

Z
@]
<
=

m You have the option to setup at least 1 option for phone, email or a set of security
questions. Choose the option/s you wish to use.

don't lose access to your account!

To make sure you can reset your password, we need to collect some info so we can verify who you
are. We won't use this to spam you - just to keep your account more secure. You'll need to set up at
least 1 of the options below.

0 Authentication Phone is not configured. Set it up now
o Authentication Email is not configured. Set it up now

0 Security Questions are not configured. Set them up now
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Click on: setup it up now.
Select your country or region
Scroll to: Saint Vincent and the Grenadines (+1784)
Click on it and then proceed to enter a working phone number.

Click on: text me

Please verify your authentication phone nurﬁber below. Il B L i"

Authentication phone i
Saint Vincent and the G[éﬂédihf-:%nf«ki 784) 1}f '2; Eﬂi‘- ‘ i ai i

L s RREEER
]
e *

back

You also have the option to be called by the automated system.
You will be texted a code to enter, Check your phone messages.

If you have received the code, enter it in the provided space. If you didn’t receive a text
message, click on: try again.

Once you entered the code Click on: Verify

Your phone number will be added to your account. A green checkmark will indicate phone
recovery number has been added.
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Click on: setup it up now.

Provide a working email address in the space.

Click on: email me

don't lose access to your account!

Please verify your authentication email address below. Don't use your primary work or school email.

Authentication Email

[Enter your authentication email address

You will be emailed a code to enter, Check your email.

If you have received the code, enter it in the provided space. If you didn’t receive an email
message, click on: try again.

Once you entered the code Click on: Verify

Your email address will be added to your account. A green checkmark will indicate phone
recovery number has been added.

don't lose access to your account!

Thanks! We'll use the info below to recover your account if you forget your password. Click "finish” to
close this page.

0 Authentication Phone is not configured. Set it up now

0 Authentication Email is set to E

0 Security Questions are not configured. Set them up now

finish cancel
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Security

Click on: set them up now.
Questions

Once you have chosen your questions and answers

Click on: save answers

don't lose access to your account!

Please select questions to answer below. Your admin requires you to set up 3 questions, and answers
must be at least 3 characters long.

Security question 1

What is your favorite food? Y ‘

Security question 2

When you were young, what did you want to be when you graw up? i
Securlty question 3

What was the name of the first school you attended? v

‘ save answers ’

Your 3 security questions will be added to your account. A green checkmark will indicate
security questions are added.

don't lose access to your account!

Thanks! We'll use the info below to recover your account if you forget your password. Click "finish” to
close this page.

0 Authentication Phone is not configured. Set it up now

0 Authentication Email is set to Change

@ecurity Questions are configured@
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m Once you are satisfied with your choices,

Click on: finish

don't lose access to your account!

Thanks! We'll use the info below to recover your account if you forget your password. Click “finish” to
close this page.

0 Authentication Phone is not configured. Set it up now
0 Authentication Email is set to Change

0 3 Security Questions are configured. Change

ancel

You will be shown an introductory screen.

Click on: Next and Got it until you are shown the main MS Teams screen.

Assignments, files, notes, and more—all your
classroom basics are here.

You have successfully setup your Self-Service Password Reset feature in MS Teams.

-END-
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How to Reset an account password

Based on the option/s you would have chosen when setting up the Self-Service Password
reset feature in MS Teams you can reset your account password.

L ‘ Click on: Forgot my password

RS Microsoft

&«

Enter password

Password

Forgot my password

Sign in with another account

Locate the provided characters or listen to the audio to get the words and enter them into
the space provided.

Click on: Next

Get back into your account

Who are you?

To recover your account, begin by entering your email or username and the characters in the picture
or audio below.

Email or Username:

L i

Example: user@contoso.onmicrosoft.com or user@contoso.com
ol
DAY ~
W i

Enter the characters in the picture or the words in the audio.

@Cancel
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You can then select the choice for verification. Based on the option, you will receive a code
via phone or email or answer the Security Questions.

Get back into your account

verification step 1> choose a new password

Please choose the contact method we should use for verification:

'®) Email my alternate email You will receive an email containing a verification code at
your alternate email address (Icx*xerkkx@gmail.com).

() Answer my security questions

Get back into your account

verification step 1 > choose a new password Ll

Please choose the contact method we should use for verification: || (0 i

U Email my alternate email What was the name of the first school you atte.n'}t;lewsj?‘1
Wheh you were youndg, what did you want to be whenyou |
grew up?

What is your favorite food?

(®) Answer my security questions

NS Contact your administrator
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‘ ‘ You will be asked to enter a new password and confirm new password.

Click on: Finish

Get back into your account.

verification step 1 > choose a new password

* Enter new password:

S
I |\ Astrong password is required. Strong

Password strength passwords are 8 to 256 characters and 1
- combine uppercase and lowercase lettel
’ numbers, and symbols. They cannot corn

“ ’ your username.

k J You will be asked to sign in with your new password.

Click on: click here

* Confirm new password:

Get back into your account
@ Your password has been reset

To sign in with your new password

Enter your email and new password.
Click Next and Got it, until you are shown the main MS Teams screen

You have successfully reset your account password in MS Teams.
For more help, Please use the HELP DESK on MS TEAMS

-END-



