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How to Join a Teams meeting on a desktop or laptop

1. You’ll have received an e-mail from CatholicCare with a link to join a Microsoft Teams

meeting, locate that e-mail and select ‘Join the meeting now’.

In the pop-up window in that appears asking you to allow teams.microsoft.com to open
links, click cancel.

This site is trying to open Microsoft Teams.

https://teams.microsoft.com wants to open this application.

D Always allow teams.microsoft.com to open links of this type in the associated app

Continue on this browser: Join a Teams meeting on the web.

3. You have two choices to access Teams

Open your Teams app: If you already have the Teams app, go right to your
meeting.

4. Ifyoudo not already have ateam’s account or the application, we recommend you click

‘Continue this browser’.

b

Join your Teams meeting

‘ Continue on this browser ‘

Join on the Teams app

5. Thefirst time you access Microsoft Teams you’ll be asked to provide consent for the

program to access your microphone and camera, select Allow in the pop-up window
that appears.
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6. Inthe Microsoft Team meetings window that appears, type your name.

7. Choose your audio to and video settings.

8. SelectJoin now.
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9. You’ll be admitted into the lobby, where someone in the meeting will admit you.

10. Once you’ve joined the meeting the menu options will appear across the top allowing

you to:
a. Chat
b. Raise your hand
c. React
d. Adjust how you view the meeting
e. Turnyour camera on or off
f. Mute or unmute your microphone

g. Leave the meeting

M & & © @B - & ¢

Chat People Raise React View More Camera Mic

O OO OO



