HOW TO ACCESS TEAMS
AND TEAMS FEATURES:
>CHAT
>ASSIGNMENTS
>CALENDAR

Step 1 : Go to Bridgeport Public schools website
You should first open your
web browser
From there you will type in
the website url:
www.bridgeportedu.net
you can also click on the
link above
You will then click on the
MyBPS Portals that is
located on the top of the
webpage…. It is the image I
a have circled in yellow

Step 2: MyBPS portals page
You will then come up to the MyBPS
portals page where you will click on the
link that says:
Schools Portals
For Students.
I have circled the correct link in Yellow
You can also click on the link below:
https://www.bridgeportedu.net/mybpsport
als

Step 3: Classlink log in page
You will then come up to the
Classlink log in page…
Where it says username – in the
white box below it type it your
child's student number.

Where it says Password- in the
white box below type in your
child’s School log in password.

Step 4: Classlinks app page- Click on Office 365
After you log in to classlink it will take
you to the classlink homepage shown
to the left.
You will then click on the Microsoft
Office 365 app ( it is the one circled
in Red)

Step 5 : Microsoft office homepage
This will bring you to the Microsoft
office homepage where all of the
Microsoft office apps are located….
You will then go to the Left side of
the page and click of the Microsoft
Teams logo.
It is the one circled in red
It also looks the picture below:

Step 6: Teams Home page
This the Teams home
page you can access
all the different
features:
Chat ( circled in Red)
Assignments (Circled
in Yellow)
Calendar ( Circled in
Blue)

Step 7: Teams Home page to Calendar
To access the
calendar you will
go to the Left
side of the
screen and click
on the icon that
says Calendar:
the one circled in
Blue

Step 8: Calendar app
The calendar app is located on
the left hand side of the screen
and I have circled in red on the
example here. In this app you
can see your child's entire
weekly schedule and what time
they are going to have each
class.Your child will get
notifications when a class is
about to start and will also be
able to see when each class is
on any given day

Step 9: The Chat App
Click on the
Chat app located
in the left hand
side of the
screen: it is the
one circled in
red.

Step 10 : Chat feature

The chat feature gives you the ability to
directly message any teacher or
administrator straight through teams. It
is similar as writing and email except
you don’t need an email address. All you
have to do it:
➢ Click on the chat feature
➢ Then click on the icon that is circled
in yellow, this will create a new
message.
➢ Then where I have highlighted the
box in blue (its says Enter Name,
email, group or tag) type the full or
last name of the person you are
trying to connect with.
➢ The last piece then is to go to the
bottom where its says Type A New
Message… Begin to create you
message.You can also attach items by
clicking on the
.

Step 11: Assignments
You can get to any assignment by two
different steps:
1.) you can click on the assignments tab on
the left hand side of the screen circled in
red. This will take you to where all
assignments have been assigned for every
class.
2.) You can click on one of the classes in the
middle and it will take to the class channel
(circled in blue)… where the assignment
will be posted on to the thread… or you
can click on the assignments tab within the
class channel to see all the assignments
assigned to that specific class

Here is an example of when you click on a specific class channel and it takes you to the
classroom thread or wall… you can see the post that was made for the EXAMPLE
ASSIGNMENT….You then can click on the view assignment button to view and turn in
the work.

Step 10 : Assignments Tab

Here is an example of how you can click on the assignments tab on
the left hand side of the screen ( circled in red) and it take you to the
assignments area where all assignments from every class is shown

Here all you have to
just click on
whichever
assignment you are
looking for and it will
take you to the
instructions page and
where you can turn
your work in.

Step 11 : turning in an Assignment

Once you have clicked on the
assignment it will take you here…
this is space that will have the title
of the assignment (ex. EXAMPLE
ASSIGNMENT) and it will have
the instructions ( circled in red).
In this same area you can turn
your work in… you do that by
clicking on the Turn in button (
circled in blue). Then from there
you can insert and attach any
work needed to complete the
assignment….You can attach
work by clicking on the same
paper clip icon :

