Best Use of Microsoft Teams.

CatholicCare Victoria uses Microsoft Teams as our preferred software for online client video
appointments.

As part of the use of this software, we recommend that our clients use Microsoft Teams without
signing into a Microsoft account. This is a privacy precaution as using Microsoft Teams through
the application while logged in may allow parties participating in the meeting to see your user
details or contact you outside of the meeting. Accessing the meeting without signing in
eliminates the opportunity to communicate outside of the meeting. Microsoft Teams also
restricts key functionality used as part of our service if you’re signed into an account.

We recommend that when accessing a Teams call you decline any requests to sign-in or register
an account. Please see below instructions on how to sign-out of your Microsoft Teams account.

If you are signed in, and another party attempts to communication with you outside of the
meeting you will have to accept or delete the message request. We recommend deleting the
message and advising the practitioner responsible for your appointment as soon as possible.
Blocking the other user may also be advisable if you feel that is necessary for your security.

Remember any attempt to contact the other party via message during the Teams call will result
in the abandonment of, or your removal, from the session as per the terms of your commitment
to us through the Agreement to Receive Services via Microsoft Teams.

Instructions to Sign-out

Reminder: Please avoid signing in to a Microsoft Account when accessing a Microsoft Teams
meeting.

If already signed in, you can sign-out as follows:
Desktop Access (Windows, macOS, web browser)

1. Inthe Microsoft Teams, select your profile picture at the top of the application.
2. Inthe drop down that appears, select sign-out.

If Microsoft Teams does not allow you to proceed without logging in — please attempt to access
Microsoft Teams through a private or incognito browser window.

Mobile Devices
1. Inthe Microsoft Teams Mobile Application, tap the More button (may be displayed
as: =)

2. Select Settings from the list that appears.
3. Select Sign-Out.



