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Option 1: Join a Teams on computer

You will receive an email from the meeting organiser, the email will contain all the
information with regards to joining the meeting.

Smith, Karen © B £
» Test Meeting - External 06:33
Mo preview is available, -

Wed 14/09/2022 06:40 - 0... Microsoft Teams meetir'.g

Mo conflicts

RSVP

Join on your computer or mobile app
Click here to join the meeting

> Joining options
Meeting ID: 346 036 769 529 9op
Paszscode: 2QGNTr

Download Teams | Join on the web ¥

Learn more | Meeting_cptions

. Click here to join the meeting | . .
1. Choosing will open the following screen with three

options to join meeting. The middle option will allow you access via your web
browser without any additional software or apps being installed on your device.

Download Teams (work or school)

‘ Use the desktop app for the best experience.
- s
How do you want to join Q@ (Contnueon this browser
No download or installation required.

your Teams meeting?

* Open Teams (work or school)

Already have it? Go right to your meeting.



2. The browser will then open ‘Meeting now’ window for Teams.

Choose your audio and video settings for

Meeting now

Join now

£83 Custom Setup

Other join options

Jx Audio off

3. ‘Enter name’ in the field, this is a required field and you won’t be able to join until
this has been done

O
-

Please enter your name so others know
who wants to join the meeting.

linter name Join now

Custom Setup

4.

Micrepheone (USE Audio Device) (046d:0825)

Speakers (3- Dell AC511 USE SoundBar) (413...




6. Sidebar will open and settings can changed if necessary

Device settings X

Audio devices

Custom Setup

Speaker

Speakers (5- Dell AC511 USE SoundB...

\"j'

Speakers (5- Dell AC511 USB SoundBar)
(413c:a503)

Dropdowns for attached devices

Speakers (High Definition Audio Device)

USB Video Device (046d:0825)

App Settings

Theme

Default

Open language settings

7. Click the ‘Join now’ button, if the meeting hasn’t started you will be notified that the
organiser will know that you are waiting and they will give you access

When the meeting starts, we'll let people know you're waiting.

If you're the organizer or the invite came from your work or school, please sign in




8. Once the organiser has joined the meeting you will be given access and you will
leave the lobby area and enter the meeting.

Turn microphone Raise hand EndCall
on/off



Option 2: Join a Teams meeting from a smartphone via
Teams App

1. The organiser of the meeting will send you an email which will contain the
information required to join a Teams meeting, from the invite select the link to
download the Team’s app if not already installed on your smartphone.

Karen Smith 13:02
To: @
Test Meeting

Microsoft Teams meeting

Join on your computer, mobile app or room device
Click here to join the meeting

Meeting ID: 368 177 550 795
Passcode: xh86K4
@ Join on the web

Learn More | Meeting_options

2. You will then be asked to Join your meeting on Microsoft Teams

13:06 @ ol 4G &R

< Mail

Join your meeting on
Microsoft Teams

$.8

First you'll need to download the app. i .
B
app not installed

Already have the app?

l Join meeting l

The meeting link will be copied to
your clipboard.



3. You will be directed to your app store to download the app

13:03 7 l =

< Today

Microsoft Teams
. Call. Chat. Collaborate

Download (this is

Cl) <~ Apple version) ﬂ']

4. Once app has downloaded — open it and you will have option to “Join as
Guest or if you already have a microsoft account to log in using it.

5. You will be prompted to allow Teams to access your microphone

“Teams"” Would Like to
Access the Microphone

This will let you make calls and record
voice messages.

Don't Allow OK

6. Click OK, you will then be asked to
enter your name, meeting ID, meeting 09:468 il 46 @&
passcode, (all found in email invite)

. ' < Join a meeting
Join meeting

~
-
‘s
Name

Enter a meeting ID

Enter meeting passcode



7. You will then enter the Lobby for the
meeting and the organiser will let you in
before the meeting is ready to start

Meeting

K

Hello Karen,

Someone in the meeting should let you
in soon.




Option 3: Join a Teams meeting via web browser

1. The organiser of the meeting will send you an email which will contain the
information required to join a Teams meeting.

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Meeting ID: 339 926 416 901
Passcode: ytBHT7t

Download Teams {Join on the web

Select this option to join with Meeting ID and
Passcode on the web

Learn more | Meeting options

2. You will then be taken to the following webpage

C @ & httpsy//www.microsoft.com/en-gh/microsoft-teams/join-a-meeting?rtc=1

& SafeNet Authentica.. [ ITRequest [0 Active Roles Webin., [ Managed Resources [} Welcome tovFireC.. € Airwstch @ Karen - OneDrive

=- Microsoft | Teams  Products ~  Solutions ~  Resources ~  Pricing  More Microsoft 365

I
Microsoft Teams
Join a Teams meeting.

Enter meeting ID Enter meeting passcode

‘Where can | find my meeting ID? >

3. On this screen enter the

Meeting |[D  Enter meeting ID
339 926 416 901

Flease enter seven or more alphanumeric characters only

Enter meeting passcode

Passcode

ytBHTY

Please enter alphanumeric characters only

Select Join a meeting



4. You will now get the following screen and you can
enter your name, test your speakers and camera
then click Join Now

Meeting

5. Once you have clicked on the Join Now you
will be admitted to the |Obby and the When the meeting starts, we'll let people know you're waiting.
organiser will let you in when the meeting is v
ready to begin

6. When the organiser admits you to the meeting
you will be able to participate in the meeting, turn
on your camera and mute your microphone as
required.

End Call

Toggle camera/ Raise Chat Participants
microphone hand

on/off




