Getting Started with Microsoft Teams

Joining a Microsoft Teams Meeting

When the time comes for a Teams Meeting, how do you join and what does it look like? This quick guide
will show you...

1 Reminder(s) - =

o You can join in 3 ways...
E Timesheets meeting
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Microsoft Teams Meeting

Hi lennie,
Here is a quick meeting to discuss timesheets. 55 Timesheets meeting 3 minutes
Dave

...from the meeting reminder

Join Microsoft Team%Meetigg

‘ Learn more gpout Teams | Meeting options ‘
loin Online Dismiss
the link in the meeting appointment in your ek Snooze Lo be reminded i @ :
Calendar 0 hours befare start Dismiss All

In Shared Folder ﬁ Calendar

...or if they started before you, the pop-up
box that appears on your desktop ‘

Timesheets meeting
Jennie Wheeldon started the meeting

B Join conversation

é > O ﬁh 8 https://teams.microsoft.com/dl/launcher/launcher.html?url=%2f_%23%2fl%2fmeetup-join%2f19%3ameeting_MTY
Microsoft Teams

This window will appear briefly,
before your desktop Teams joining
window loads...

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 '
If you’re not on your normal Windows desktop

computer you can join online here (this is also
where external users without Teams will click)

Turn over >



Search for or type a command

Choose your audio and video settings for

Timesheets meeting

Switch your
video and
audio on with
these buttons

El Group Plc v ‘«! b ] X

‘ Close

Search for or type a command El Group Plc v ‘4‘

During the call you
can see the other
person (if they have
their video switched
on) and the meeting
controls...

Jennie Wheeldony

Things to Remember...

M The meeting controls enable you operate the key functions of a Teams Meeting...

Turn video Share Show chat Leave
on/off screen window meeting

Elapsed Turn audio More meeting Show participant
meeting time on/off options menu window

M  Sometimes external participants will need to be admitted
to the meeting from a special “lobby” area—Ilook out for
any messages on this.

) group.
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£33 Show device settings

B Show meeting notes

O Enter full-screen

Blur my background

i Keypad

(© Start recording

urn off incoming video
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