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How to Join a Meeting through Microsoft Teams Desktop Version-
Niagara Health Users

1. Click the Join Microsoft Teams Meeting link in your inbox or calendar:

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options
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2. You will be taken directly to the live meeting. Prior to entering the meeting, you will be asked to
select your preferences. This will include audio and video:

Choose your audio and video settings for

Test for User Guide

EE,L‘ PC Mic and Speakers

Other join options

i Audio off %, Phone audio [=] Add a room
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3. Once in the meeting, you are able to control your preferences and tools at the bottom of your

screen:

4. Select the icon at any point to contribute to the meeting:

Microsoft Teams

Turn video
on/off

Turn audio
on/off

Leave the
meeting

Share your .
¥ Contribute
screen
to chat
Raise your View
hand meeting
participants
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5. Raising your hand: this will let the meeting organizer know that you would like to participate in
the conversation. The meeting organizer will then ask you to contribute your idea or question.

6. Meeting chat: To contribute to the chat within the meeting, simply click on the speech bubble
icon. A meeting chat will open up where participants can contribute to a conversation:

Meeting chat X

B Test User (Guest) joined the meeting.
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How to Join a Meeting through Microsoft Teams Web Browser

1. Click the Join Microsoft Teams Meeting link in your inbox or calendar:

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options
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2. You will be asked to select ‘Allow’ for Microsoft Teams to use your microphone and camera.

teams.microsoft.com wants to
& Use your microphone

W Use your camera

Block Allow

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.
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3. You will be asked to enter your name and select your audio and video preferences prior to
entering the meeting:

r audio and video s

Meeting now

Test User Join now

™ Ty .
J Lol Devices

Other join options

4. Once in the meeting, you are able to control your preferences and tools at the bottom of your
screen:
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5. Select the icon at any point to contribute to the meeting:

Microsoft Teams

Share your .
Turn video screen C(?[ntrlhbtite L:qz\;ii;he
on/off o cha g
Turn audio Raise your View
on/off hand meeting
participants

6. Raising your hand: this will let the meeting organizer know that you would like to participate in
the conversation. The meeting organizer will then ask you to contribute your idea or question.
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7. Meeting chat: To contribute to the chat within the meeting, simply click on the speech bubble
icon. A meeting chat will open up where participants can contribute to a conversation:

Meeting chat X

B Test User (Guest) joined the meeting,

How to Join a Microsoft Teams Meeting by Mobile Device

To join a Microsoft Teams meeting using your mobile device, download the Microsoft Teams App. You
will be asked to enter your name and select your preferences (similar to joining by web browser).
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How to access recordings

To access a recording of a past meeting, simply go to the chat of that meeting. At the top of the chat,
you will see a link to the meeting recording.

04  Meeting ended 6m 20s  6/19 3:57 PM

Meeting
Recorded by: Host

4m 20=

Microsoft Teams Quick Guide

How to Master Meetings in

MICROSOFT TEAMS

Turn on your camera to have a "face to Meetings with be recorded to capture
face” conversation audio, video and screen sharing activity

Minimize all other applications Rarse you hand to indicet ifyou

. and mute your microphone
9 to avoid distractions and ﬁﬁ\ﬁc" s "

backeground noise &
o

Show conversation to
send a message through
text during a meeting

background blur to
keep the focus on

P
&
Utilize tools such as é’ |
[~
&
=
you w
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Contact Us

If you have any questions or experience any technical difficulties, reach out to us at
southniagaraproject@niagarahealth.on.ca.
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