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‘ Join Microsoft Teams Meeting

CONNECTING TO A MEETING

1. Open your mail client (Yahoo, Gmail, Outlook, Mail on iPhone, etc.) and click Join Microsoft
Teams Meeting.
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The Teams app will open or if not already downloaded, the user will be taken to the device’s app
store to install the free app.

Teams opens.
Click Join Now.
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5. The Teams window changes to display other staff and rooms in the meeting, as well as content
already being shared.

1:407

<4 Search

< Test Screenshots

00:02




FEATURES

Features are available in the Menu Bar.

Video on/off 4. Additional options (ellipsis)
Audio on/off (does not control your a. Chat
speakers and hearing what is said) b. Participants

3. Bluetooth (audio choice) c. End conference call
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VIDEO ON/OFF

If you share you video, then you will see a small live video of yourself in the bottom right corner.
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