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SETTING UP YOUR ACCOUNT 

New to Microsoft Teams? Use this section to get quickly set-up. 

LOGGING ONTO MS TEAMS (FIRST TIME) 

Every Cadet will have a Microsoft 365 account created for them. This account will give them access to a 

range of Microsoft applications, including Teams. Cadets will receive an email from ms-

noreply@microsoft.com titled ñAccount information for new or modified users.ò The email will have your 

username and temporary password for your account.  

STEP 1: Click on the Sign in to Office 365 button. This will send you to the Microsoft Login page. 

 

NEED HELP? 
If you have not received this email within 72 hours, please make sure to check your Spam or 
Junk folder, before contacting us for assistance by email at 2806armee@cadets.ca. 

STEP 2: Enter your temporary password and click the Sign in button. You will then be asked to update 

your password. 
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STEP 2: Enter your Temporary password in the Current password field and then pick a New 
password and enter it in twice in the remaining fields. Click the Sign in button. 

 
 
STEP 3: Secure your account. Click the Next button. 

 

STEP 4: Download the Microsoft Authenticator on your phone by clicking on the Download now link. 

After the app is installed on the device, click on the Next button.  
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STEP 5: Click the Next button to continue. 

 

STEP 6:  Open the Microsoft Authenticator app on your phone and scan the QR Code shown on the 

screen with your phone. Once the account has been confirmed on your phone, click the Next 

button. You will be prompted on your phone to approve the activation. Click Approve. 

 

STEP 7: Click the Next button to finish securing your account by setting up your phone as a second 

means of authenticating your account.  
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STEP 8:  Change the Country Code to Canada and enter in your cell phone number. Select the method 

of receiving a one-time code; by text message or by phone call. 

 

STEP 9: Enter the code that you have received on your phone and follow the remaining instructions. 

Once you are done you will be directed to a screen with all of the applications available to you.  

 

DOWNLOADING MS TEAMS 

Once you have secured your account, you will be directed to a page with all of the applications available to 

you on your Microsoft account. Select Teams and click on the Get the windows app button to download 

the desktop app. 
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JOIN OUR TEAM 

Log on to the application and click on Teams on the left menu. From the options available, click on Cadet 

Corps 2806 Pointe-Claire (RMR) to click the Join the Team button. 

 

SIMPLIFYING YOUR CHANNELS (GROUPS) 

Channels in MS Teams are essentially groups in which you can be a member. There is a general channel 

for all of the members of the corps, channels for our training companies (Alpha/Bravo), and channels for 

each Star Level (training group). You will have access to most of the channels used by the corps.  

However, this can make things a little confusing, especially when you are starting your first virtual day of 

training. To help make things simpler, you suggest that you hide the channels that you do not apply directly 

to you.  

NEED HELP? 
If you are not sure which channels (groups) you belong to, please refer to the welcome email 
sent to you or please feel free to contact us by email at 2806armee@cadets.ca. 
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STEP 1: Click the Teams and then click on the Cadet Corps 2806 Pointe-Claire (RMR) team to 
access the complete list of channels available to you. 

 

 

STEP 2: Click on the channel you wish to hide. Click the three dots next to its name and then click on 

the Hide option. Repeat this step for all of the other channels that you would like to hide. Do 

not hide the General or 00. Cadet Corps 2806 All Ranks Mess channels. 

 

DID YOU KNOW? 
Hiding a channel does not delete it. You can still access hidden channels by clicking on the 
hidden channel link at the bottom of the channel list. You make the hidden channels visible 
again by following the same steps above, only this time you will have the option click show. 

CHANGE YOUR PROFILE PICTURE 

Cadets are asked to create a profile picture for their account. We ask that cadets only use photos 

showing themselves from the waist up. It is preferred that cadets be in their Cadet Field Training Uniform 

(FTU) without their beret on their head. To create a profile picture, please follow the steps below:  
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STEP 1: Click on the profile settings icon on the top right corner of your screen. 

 

STEP 2: Click on the link change picture. 

 

STEP 3:  Click on Upload picture, select the picture you wish to upload from your device and click the 

Save button. 

 

CONGRATULATIONS!  

You have successfully set-up your MS Teams Account. The next section of the guide will teach 

you more about the basics functions of the app.
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FOLLOWING THE RULES 

This section outlines the basic guidelines, rules and expectations that all Cadets are expected to follow 

while using MS Teams. 

CREATING A SAFE LEARNING ENVIRONMENT 

Every Cadet has a responsibility to ensure everyone has access to safe learning environment, we expect 

all Cadets to do their part by: 

¶ Not sharing their log-in credentials (username and password) with other people; 

¶ Not sharing any personal information about other cadets; 

¶ Not sharing pictures or videos taken during courses without the consent of the Commanding 

Officer; 

¶ Treating every person with mutual respect; 

¶ Report behaviours that violate the Cadet Code of Conduct; and 

¶ Ask for help if you need it. 

EXPECTED CLASSROOM BEHAVIOURS 

To support a healthy learning environment for all our Cadets, we expect that all Cadets will observe the 

following rules: 

¶ Log-on 5-10 minutes before the start of the activity or course; 

¶ Participate in courses as much as possible; 

¶ Have any materials required for their course ready with you; 

¶ Close all other programs or apps on your device that might distract you from your learning; 

¶ Check your webcam and mic to make sure they are working before the class; 

¶ Communicate any issues or problems to the instructor as best you can; 

¶ Keep your mic muted unless you are asking a question, giving an answer or an instructor has 

asked you to unmute yourself; 

¶ Ask questions and actively participate in your classroom activities; 

¶ Check your training company and star level channels 1-2 times a week for any updates or 

important information for upcoming courses or activities. 

¶ Conduct yourself in accordance with the Cadet Code of Conduct; and 

¶ Follow the instructions given to you by the instructor or activity leader to the best of your ability; 

and 

¶ Ask for help if you need it. 

CONGRATULATIONS!  

You have successfully set-up your MS Teams Account. The next section of the guide will 

cover the basic rules and expectations for Cadets. 



2806 POINTE-CLAIRE (RMR) ARMY CADETS 

MS TEAMS USER GUIDE 

KNOWING THE BASICS  9 

KNOWING THE BASICS 

New to Microsoft Teams? Use this section to teach you the basics functions. 

FINDING FILES/IMPORTANT INFORMATION 

Important information like Training Schedules, Standard Operating Procedures and other reference 

materials can be found in the Tabs within each channel (for more information see Learning More about 

Channels section). Tabs are listed at the top of each channel. If there are multiple tabs, click more, to see 

any that may be hidden. 

 

START A CHAT WITH SOMEONE 

Chats are conversations with specific people. To chat with someone or a group of people, click on Chat 

, then click New chat , type the name of the person(s) you wish to chat with in the To field, write 

your message, and click Send  
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