HOW TO JOIN A MICROSOFT TEAMS MEETING

1. Once an administrator has set a meeting using Microsoft Teams, you as an attendee, will receive an
email invitation that will look something like this:

o Accept » ? Te e XK Decline ~ QYB Propose Mew Time ~ [g Calendar...
Tu 9:03 AM

/¥ Susan Murphy

ATY Teams Discussion

Required Kurt Olsen; cie Myrick

i Meeting has been cancel

When Tuesday, March 24, 2020 11:00 AM to Wednesday, March 25, 2020 11:30 AM Location Microsoft Teams Meeting

11 M ATY Teams Discussion; Microsoft Teams Meeting; Susan Murphy

Join Microsoft Teams Meeting

+1 480-939-4892 United States, Phoenix (Tall)

Conference ID: 152 007 998#

Local numbers | Reset PIN | Learn more about Teams | Meeting options

2. When you accept the meeting by choosing ‘Accept’ in the upper-left corner, it will be automatically
added to your Outlook calendar, if you have an Outlook account.
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3. There are 3 ways to join a Teams meeting and you will need to choose the method that will work
best for you.
a) Joining online from a computer: When it is time for the Teams meeting, simply open the
invitation email or open the Outlook calendar appointment and click on the ‘Join Microsoft
Teams Meeting’ link provided. You will be taken to the Teams website and be prompted to

choose whether to install the Teams app or join online. In this option, you will choose to join on
the web instead.
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b) Joining from the desktop application: Download and install the Teams app to your computer.
Once you click on the link in your email to join the meeting, it will automatically open in the
Teams app.

¢) Joining from your cell phone: The Microsoft Teams app is available for both Android and
10S. Prior to the meeting, download Teams to your phone. Then, when it is time for the meeting
you will just click on the link in the invitation email or on your Outlook calendar and the Teams
app will launch. The app will use your phone’s camera just like your computer webcam. You
may also choose to join the meeting without video, if permitted, in which case you will simply
need to call the provided phone number.

4. When you join the meeting, make sure to have your camera and your microphone on. The controls
will show up right on the screen and can be turned ‘off” or ‘on’ at any point during the meeting.

Choose your audio and video settings for

Meeting
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