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Join a Teams Meeting on a Computer ~
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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 differentdepending onthe device
and version of Teams you are using. See slides 9 and 10 for an
overview of the two differentlooks.



o Join a Teams Meeting Using aLink—Step 1 |
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To join a Teams meeting with a link, click on the link or paste the web address into the browser
on your computer. Then, selecthow you want to join the meeting.

If you have not downloaded the
Teams app, click here to do so.
L~ Follow the instructions that

Download the Windows app A/ appear on the screen.

‘ Use the desktop app for the best experience.

If you want to join the Teams
How do you want to join Continue on this browser B meeting in your browser, without
your TeamS meeting? No download or installation required. haV'ng to download or InSta” the
Teams app, click here.

* Open your Teams app
Already have t? Go right ta your meeting. \ If you have already installed the
~.| Teams app on your computer,
click here and you will be
redirected to the Teams meeting
o in the Teams app.




o Join a Teams Meeting Using aLink—Step 2 |
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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 personwho organized the meeting) to let you in.

Choose your audio and video settings for

Meeting now

Teams Meetings work best if
you sign into your account.

If your CSB accountis set up,
« but you forgot to sign in, click |
on sign in at the bottom of the
page.

loin now

If you do not have a

CSB account, you can join
the meeting as a guest.
Write your name in the box.




Join a Teams Meeting Using the Teams Calendar — Step 1 o
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® To join a Teams meeting using the Teams calendar, openthe Teams app. Then, click on the
calendar tab. Next, click on the meeting you wish to join. Finally, click on the Join button.

Q Search
Calendar
[f) Today < >  November 2020 [E] Work week v
16 17 18 19 20
Monday Tuesday ednesday . Friday

Teams Meeting
Nov 18, 2020 9:00 AM - 9:30 AM

1 |

E] Chat with participants




Join a Teams Meeting Using the Teams Calendar — Step 2
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o
° Click onJoin now to enter the meeting. You
might have to wait for the host (the person
o who organized the meeting) to let you in. =
Choose your audio and video settings for .
Teams Meeting
[ ° ®
o 2 ¢
) O ‘
o
°
. o




Join a Teams Meeting Using the Outlook Calendar — Step 1
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e l0OjoinaTeams meeting using the Outlook calendar, connectto your CSB account online.
Open your Outlook calendar, click on the correctmeeting and then click onthe Join button.

i Outlook £ Search
= m [ Today & —> November 16-20, 2020 + & school week v & Share £ Print
= > & @ o
» November2020 * Nov 16 Mon 17 Tue 18 wed 19 Thu 20 i
S M T wW T F N

12 3 4 5 8 7

e 9 0 1 12 12w

@ oo o0 o2 >~
g aM

2 23 24 25 26 27 28

9030 1 2 3 4 5 ® Teams Meeting

8 9 10 11 12 - R
L i © _\Wed 11/18/2020 9:00 AM - 9:30 AM
= Join

Add calendar 0aM

B Calendar

~ My calendars i
@ Calendar

United States holidays 12PM
Birthdays

1M

/' Yes, Il attend

2PM

o h

4PM

5PM




Join a Teams Meeting Using the Outlook Calendar — Step 2
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Selecthow 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 personwho organized the meeting) to let you in.

Choose your audio and video settings for

Teams Meeting

Download the Windows app
Use the desktop app for the best experience.

Continue on this browser @

No downlead or installation required

i . Open your Teams app = © ; © ) 3 PC Mic and Speakers

Already have it? Go right to your meeting.




Overview of Teams Meeting — Look #1

Teams Meeting
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& Device settings Click here to share your

Click on the text box to open the B Meeting notes screen or present.
chat. The chat box will appear on
the side of the screen. Click on (D Meeting details
"Type a message" to send
something to the group.

Gallery

Click on the hand icon to raise your
hand in the meeting. This will let the
host know that you have a question.

Full screen

#z  Apply background effects
Turn on live captions

(@ Start recording

iii Dial pad

Turn off incoming video




Overview of Teams Meeting — Look #2

Click here to share your
screen or present.

53 Show device settings

Show meeting notes
g

O Enter full screen

i Keypad
© Start recording

A4 Turn off incoming video

Click on the text box to open the
A | L | - 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 hand icon to raise
your hand in the meeting. This
will let the host know that you
have a question.




