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Guide to joining a Teams meeting on a Personal Desktop / Laptop

This guide provides you with the tools you need to join and participate in a Teams meeting
with us.

We offer Digital Support Sessions alongside this guide where one of our Digital
Facilitators will phone you to guide you through the process of joining a test Teams meeting.

If you would like to book a Digital Support Session please contact the service that provided
you with this guide.

Prior to your first session please install the Free Microsoft Teams app on
your Desktop / Laptop

1 » Click HERE to download the Free Microsoft --
Teams Desktop App on to your desktop/laptop .-

2 ' A new webpage will openon to a

www.microsoft.com landing page, click the 2

Download Teams button '

3 ' The Teams app will begin to download

4 ) Once downloaded (this E8# icon indicates the B @ omevidow e
download has completed) double-click the n £ Search for anything
download in the bar at the bottom of the

. [
screen tO |nSta“ 4 B Teams_windows_x...exe ~
5 » Once Teams has installed it will open and ask E 5 ypehere tosearch

you to sign in, you do not need to sign in with
an account you can simply close the app as it is
ready for you to use on the day of your first
session



https://www.microsoft.com/en-gb/microsoft-teams/download-app#desktopAppDownloadregion

' Return to your email and click on the
button ‘Join your appointment’.

' A webpage asking ‘How do you want to
join your Teams meeting?’ should open,
this should automatically trigger your
Teams app to open.

If Teams doesn’t open automatically, click
on the Open your Teams app button on the
webpage.

' Enter your name in the ‘Enter name’ box.

' Click these buttons to purple if they are not
already.

' Click Join now’ to be admitted to the virtual
waiting room, the meeting organiser will be
informed of your presence and will admit
you.
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via Microsoft Teams

* Open your Teams app

Already have it? Go right to your meeting.

Join now

‘ PC Mic and Speakers

Guest Name Join now

€53 PC Mic and Speakers

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




. Once admitted to the meeting you should be able to see and hear your presenter.

. By moving your mouse on to the screen your ‘in-meeting’ controls will appear, the

diagram below indicates the function of each icon.

Raise your hand
Share Indicates to the group you wish to speak
Desktop / Window/ Programe / Whiteboard
(availability dependant on meeting settings) Group Chat
Opens chat sidebar
Camera On/OFf
) Show Participants
Tumn your own videofeed on/
off Shows whoiis in attendance
Time Hapsed
Howlong the
meeting has
been in progress
More Actions Hang Wb
Mite/Uhmute
Show device settings Leave the meeting
Tum your own microphane on / off

Enter full-screen

Keypad
Tumn off inconing video

(presenter has the ahility to
mute/unmute all attendees)




