
Computer: Teams Meeting –
Joining and Participating
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Join a Teams Meeting on a Computer

There are three ways to join a Team meeting on a computer. The steps 

for each are on the following slides:

1. Joining a Teams meeting using a link: slides 3 and 4

2. Joining a Teams meeting using the Teams calendar: slides 5 and 6

3. Joining a Teams meeting using the Outlook calendar: slides 7 and 8

The look of a Teams meeting can be different depending on the device 

and version of Teams you are using. See slides 9 and 10 for an 
overview of the two different looks.
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Join a Teams Meeting Using a Link – Step 1

To join a Teams meeting with a link, click on the link or paste the web address into the browser 

on your computer. Then, select how you want to join the meeting.

If you have not downloaded the 

Teams app, click here to do so. 

Follow the instructions that 

appear on the screen.

If you want to join the Teams 

meeting in your browser, without 

having to download or install the 

Teams app, click here.

If you have already installed the 

Teams app on your computer, 

click here and you will be 

redirected to the Teams meeting 

in the Teams app. 



4

Join a Teams Meeting Using a Link – Step 2

Enter your name to join the meeting as a guest or sign into your CSB account, 

then click on Join now to enter the meeting. You might have to wait for the host 
(the person who organized the meeting) to let you in.

Teams Meetings work best if 

you sign into your account. 
If your CSB account is set up, 

but you forgot to sign in, click 

on sign in at the bottom of the 
page.

If you do not have a 

CSB account, you can join 

the meeting as a guest. 
Write your name in the box.
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Join a Teams Meeting Using the Teams Calendar – Step 1

To join a Teams meeting using the Teams calendar, open the Teams app. Then, click on the 

calendar tab. Next, click on the meeting you wish to join. Finally, click on the Join button.
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Join a Teams Meeting Using the Teams Calendar – Step 2

Click on Join now to enter the meeting. You 

might have to wait for the host (the person 
who organized the meeting) to let you in.
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Join a Teams Meeting Using the Outlook Calendar – Step 1

To join a Teams meeting using the Outlook calendar, connect to your CSB account online. 

Open your Outlook calendar, click on the correct meeting and then click on the Join button.
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Join a Teams Meeting Using the Outlook Calendar – Step 2

Select how you want to join the Teams meeting (see slide 3 for more information). 

Then, click on Join now to enter the meeting. You might have to wait for the host 
(the person who organized the meeting) to let you in.
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Overview of Teams Meeting – Look #1

Click on this icon to see a 

list of attendees.

Click on the text box to open the 

chat. The chat box will appear on 

the side of the screen. Click on 

"Type a message" to send 

something to the group.

Click on the three little dots to open more 

meeting options and change the layout.

Click on the hand icon to raise your 

hand in the meeting. This will let the 

host know that you have a question.

Click on the video camera 

or microphone icons to 

turn them on and off.

Click here to share your 

screen or present.
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Overview of Teams Meeting – Look #2

Click on this icon to see a list of 

attendees.

Click on the text box to open the 

chat. The chat box will appear on 

the side of the screen. Click on 

"Type a message" to send 

something to the group.

Click on the three little dots to 

open more meeting options and 

change the layout.

Click on the hand icon to raise 

your hand in the meeting. This 

will let the host know that you 

have a question.

Click on the video camera 

or microphone icons to 

turn them on and off.

Click here to share your 

screen or present.


