
Instructions for typing into or editing a Microsoft Word document uploaded to Microsoft Teams. 

 

Option 1 – Clicking on the file will usually open it so you can type directly into the document but when the internet is slow this option 
isn’t available. 

Option 2 – If you can open a Microsoft Word document in Microsoft Teams but can’t type into it then click on the ‘three dots’ at the 
top right corner of the screen (see image below). Then select either ‘open in Desktop App’ if you have Microsoft Office installed on 
your laptop/desktop /tablet (which you can for free) or select ‘Open in Browser’ and this will take you to the internet-based version of 
MS Word.  

 

 

 

 

 

 

 

 

 

 

 



If you have opened a Microsoft Word document using the ‘open in Desktop App’ please ensure the ‘Autosave’ option is set to on in the 
top-left corner (see below). This means your work is automatically saved and you can simply close MS Word using the cross in the top 
right corner. Then reopen the file in MS Teams and you’ll find that your writing is saved and the document updated.  

 

 

 

 

 

 

 

 


