MICROSOFT APPS/TEAMS
How to access school’s email via Firefly
There are several ways of how to access school’s email. Either via Firefly or via Google.

Firefly link: https://bas.fireflycloud.net/

Login to Firefly the usual way or by clicking on OFFICE
365 link on the right-hand side of the screen.

School’s email and also the OFFICE 365 Suit (apps) can be accessed via the links below from the main dashboard.
The OFFICE 365 link takes you to the school’s intranet and from there other applications can be accessed too. The
EMAIL link takes you to your school’s email account.
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How to access school’s email and MICROSOFT APPS
If the Firefly options does not work, search for OFFICE 365 LOGIN via Google and click on the appropriate link in the
search results.

You should see the screen below with the list of available MICROSOFT APPS.
The school’s email (Outlook), One Drive and all of the Microsoft Office applications are accessible from this page.
This is very important for those who do not have the MS Office applications installed on their devices.
MICROSOFT TEAMS are accessible from here too.

How to access MICROSOFT TEAMS
With Microsoft Teams on your PC, Mac, or mobile device, you can:
•
•
•
•
•

Pull together a team.
Use chat instead of email.
Securely edit files at the same time.
See likes, @mentions, and replies with just a single tap.
Customize it by adding notes, web sites, and apps.
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Follow the link below to know more about Microsoft Teams.
https://support.office.com/en-gb/article/video-what-is-microsoft-teams-422bf3aa-9ae8-46f1-83a2-e65720e1a34d

MICROSOFT TEAMS and other Microsoft applications such as the Office suit can be also accessed from school’s
email (Outlook) by clicking on the square icon circled below.
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Microsoft TEAMS : QUICK START GUIDE
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You can switch On/Off the
camera by click on the “Camera”
icon. Meet now will start the
video/audio meeting.
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TEAMS
Teams are the overall group of people working on a project. They can range in size from a small product team to a
larger organization.

CREATING TEAMS
Create teams by adding member individually by email aliases or security groups. Every new team will have a default
favourite channel called General, you can use it for whatever you like.
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CHANNELS
Teams are made up of Channels, each covering a different topic. Only favourited Channels will show up in the left
pane, other channels will show up if there is a notification for you. The remaining channels can be accessed by
clicking more.

CREATING CHANNELS
Channels are open to everyone on the Team, so anyone can drop in and see what everyone is talking about.
Channels can be created to cover Topics, Departments, or Projects.
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THREADED CONVERSATIONS
In channels you can reply directly to a message, keeping the discussion easy to follow.

Like and Save messages
At the top right corner of all messages in Channels, you have an option to like messages or save them for later. Saved
messages will be kept in Saved along the left rail.
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Documents and Conversations
You can review a file with the conversation along side it. When you give feedback and comment, it’ll also appear
back in the channel so no one loses the history.

Mention Team Members
You can also bring people’s attention by @Mentioning them, just type the @ symbol before their name. And if you
admin enables it, you can @mention your whole team or any channel.
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Chat
By selecting Chat along the left side of the application, you can have private conversations with your teammates.

Group Chat
Simple click the new chat icon and type the names of the people you want to add to a conversation. You can add up
to nine people in a group chat.
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Sharing Files
You can add files from your computer or OneDrive

Start a Meeting
In a channel conversation, click the Meet Now icon in the compose box. Or keep all the context of an existing
conversation by clicking the Meet Now icon in the reply box.
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Notify Team Members of the Meeting
Once you’re in, you can invite the people from your conversation, or anyone from the team by clicking on their
name.

Find a Meeting
While you’re waiting for people to join, other team members who follow the channel will see that a meeting has
started. They don’t need to join the meeting to see who’s in attendance.
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Join a Meeting
One click, and you are in the meeting.

Full Bleed Video
Leveraging the full width of the screen, the audio and video experience make remote team members feel like they’re
really part of the conversation.
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Share your screen
Once you are in the meeting, you can share you desktop. The content layout lets everyone see what’s being shared.
Along with people’s facial expressions.

Scheduled Meetings
On demand meetings are great if you need to meet at a moment’s notice, but what if you want to schedule a
meeting ahead of time?
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