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Join a meeting via Microsoft Teams

1. Please click on Join Microsoft Teams Meeting text in your e-mail invitation. This will take you to a new
page where you can choose to either join on the web or download the desktop app. If you have an
Office365 account and installed the app on your computer, your profile will appear. If you do not have
a Microsoft account or Office 365 account or desktop app please select Join on the web instead to
enter the meeting as a guest.

Experience the best of Teams meetings with the desktop app

Download the Windows app Join on the web instead

Already have the Teams app? Launch it now

2. Once you click on joining through the web, your browser will ask for your confirmation to access your
microphone and camera for the period of the meeting. Please select ‘Allow’ to take part in the
meeting. If the page does not automatically refresh, please refresh it by pressing F5. Tip: Google
Chrome or Microsoft Edge Chromium are the recommend browsers.

teams.microsoft.com wants to
& Use your microphone

W Use your camera
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Select Allow to let Microsoft Teams use your mic and
camera for calls and meetings on this browser.

When you do, we'll turn your devices on for a moment to set them up.

3. Then, you will be asked to type your name before successfully joining to the meeting. Additionally,
you can set your audio speaker setting under Devices. Tip: In order to reduce bandwidth usage and
get the best connection experience, please switch off your personal video.

Choose your audio and video settings for

Meeting now

Enter name
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Other join options

&4 Audio off




Meeting Essential: The Control Bar

Mute: Clicking on
the button will
mute/unmute your
audio during the
meeting.

Video: You can
start or end your
video using this
button.
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More options: This
menu allows you to
enter full screen
and configure your
audio device
connections via
Show device
settings.

Participants:
Enables you to see
the list of the
participants.

Leave the meeting:
Clicking on this

" button will allow
you to leave the
meeting.

Share: Gives

o Raise hand:
the possibility Notify the host
to share the

and other

screen. .
participants

that you have
something to
say.

Chat: You can
type in your
questions or
remarks by
using this
section.




