
Microsoft Teams
for participants and lecturers

Step by step to your online vhs course



Preliminary remarks 1

✓ During the registration process we ask you to download the 
programme or the app "Microsoft Teams". Both the download and 
the use of the app are free of charge.

✓You can also use teams without downloading a programme. However, 
we ask you to use the programme/app, as the quality is much higher 
there.

✓It is important that you can use a loudspeaker, a microphone and a 
camera (each one functional!).

✓As long as the above requirements are met, you can participate with 
a PC, laptop, tablet or smartphone.



Preliminary remarks 2

✓ With regard to your participation in Microsoft teams, you will first 
receive an automated mail from Microsoft. Please do not delete this 
mail, but be sure that it was initiated by the vhs.

✓Once you have registered with teams, you can use these access data 
to take part in online courses at the Volkshochschule again and again. 
You then no longer need to go through the following process, but can 
simply log into the programme with your access data and attend your 
respective course.



Preliminary remarks 3

✓ Direct instructions to you will be highlighted in yellow below, so you 
are on the safe side if you follow these steps exactly.

✓Basic comments and remarks are always highlighted in green. These 
notes help you to make the best use of teams and to understand 
what is being done.



1. receipt of a mail by Microsoft

Please click here 
on
"Click on "Register 
with Office 365

Please keep this mail, 
especially the user name 
(= your own mail address 
according to the scheme 
vorname.nachname@vhs-
gilching.de and the 
temporary password)

mailto:vorname.nachname@vhs-gilching.de


2. entering the password

1. please enter the 
temporary 
password from 
your mail here, in 
this example 
"Buh71377

2. click on 
"Register" 
afterwards



3. enter your personal password

1. please enter the 
temporary 
password from 
your mail here, in 
this example 
"Buh71377

Please enter your 
private password 
twice.

3. then click on 
"RegisterImportant: Please make sure you 

remember your private password. You 
will need it for all future team 
registrations!



4. further information required

Please click here 
on "Next



5. securing your account

Please click here on 
"Set up now" (at 
"Email address for 
authentication is not 
configured")



6. enter your private e-mail address

1. please enter your 
private e-mail address 
here (do not enter the 
new "...@vhs-gilching 
address"!) Please make 
sure that you currently 
have access to this mail 
address and the incoming 
mails.

2. click on "Send me an 
e-mail

Please carry out these steps. For example, if you 
forget your password, you can restore your account 
via your email address. Please remember the e-mail 
address you used for this procedure



7. receipt of another mail

You will receive an email to the email 
address you entered in the previous step

Please write down the 
code given in the mail. If 
you do not receive an 
email, please check your 
spam folder.



8. entering the code

1. please enter the code 
from the mail here

2. please click on "Check" 
afterwards



9. finish

Please click on "Finish" 
here



10. click on "No

Please click here on "No



11. click on arrow

1. please click on the 
arrow several times

2. close the browser



12. download the teams app

✓If you want to work with an Apple (MacBook, iPhone or iPad) or Android device 
(e.g. Samsung smartphone or tablet), search for "Microsoft Teams" in the "App 
Store" or "Google Play Store" and install this program.

✓To download teams to your laptop or PC, please go to the following page and 
follow the individual steps

https://www.microsoft.com/de-de/microsoft-365/microsoft-teams/download-app 

✓There is also a Linux version: https://www.microsoft.com/en-us/microsoft-
365/microsoft-teams/download-app#allDevicesSection. You can choose between 
the Linux DEB and Linux RPM versions. After the installation process you only 
have to login with your created account. It is not yet a full version, but a preview, 
but still functional.

https://www.microsoft.com/de-de/microsoft-365/microsoft-teams/download-app
https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app#allDevicesSection


13. opening the programme

2. please enter your vhs 
address 
(vorname.nachnahme@v
hs-gilching.de) here

1. please open the 
teams app or the 
teams programme

3. please click on 
"Register

mailto:vorname.nachnahme@vhs-gilching.de


14. enter password

1. please enter the 
password you have 
chosen under slide 3.

2. click on "Register" 
afterwards



15. access to a course

Please click here on 
the appropriate 
course (We create the 
courses according to 
the scheme 20-1-E 
course number and 
title, so that you can 
immediately see 
which course is 
meant)

If you take part in a 
course, we will 
automatically add you to 
a "team" that represents 
your course and is only 
made up of people who 
are part of that course.



16. adding the course days to your calendar
To keep a good overview 
of your course days, 
please add the course to 
your calendar. Proceed as 
follows:

Please click on the date or 
series of dates in your 
corresponding 
team/course



17. import appointments into calendar

Please click here on "+ 
Add to calendar



18. calendar view

2. please click here on 
your course

1. please click on 
"Calendar" first

To attend a meeting (=on 
a course day), please go 
to the calendar and 
proceed accordingly.



19. participate in meeting

Please click on 
"Participate



20. check settings

1. check here whether 
your camera and 
microphone are 
switched on (blue bar)

2. click on "Participate 
now



21. congratulations!

We will show you all the functions that 
can be used in a meeting in one of our 
following team training courses

You have done it! Now you can 
participate in your course!



If you have any problems, please contact us at the e-mail address 
vhs@vhs-gilching.de. We have already been able to help many 
participants from afar and are optimistic that we will continue to 
do so well. Please do not despair if a single step does not work, but 
contact us and we will solve the problem!



Thank you for your attention and enjoy the online courses of 
the Volkshochschule Gilching, Weßling & Wörthsee!

You can find the current online offer at
https://programm.vhs-gilching.org/index.php?id=146#inhalt 

https://programm.vhs-gilching.org/index.php?id=146#inhalt

