Technology ..
Enhanced Joining a
Learning Microsoft Teams Meeting

Microsoft Teams is now the default method for holding online group
meetings at UWTSD, and will also be used to host training webinars and some
online classes. This guide is for staff and students who have been invited to a
Microsoft Teams meeting to know how to join the session.

1. E-mail/Calendar request

The most common way of receiving a Teams meeting invitation is by receiving a meeting request in
your e-mail and calendar — usually Outlook. You will receive an e-mail asking you to accept, tentatively
accept, reject or propose a new time. If you accept, it will create a calendar entry for you at the relevant
time. The initial e-mail invite and the calendar entry will contain the following link:

Join Microsoft Teams Meeting

Click the link, and then proceed to the section “What happens next?” below.

2. In Microsoft Teams

If you have received an invite to a Teams meeting, when you are ready to join the meeting you can do
so directly from Teams itself. Open Teams via the desktop app, through the MyDay/Hwb shortcut, via
teams.microsoft.com or via the mobile app. Open the Calendar within Teams, find the relevant meeting
and click Join. Now proceed to the section “What happens next?” below.

Points to Note

e If you are using a personal computer or laptop, you can download the Teams desktop app as part
of Office 365 - please see our guide “Accessing technology on a personal device”.

e When you join a meeting, you may be asked if you wish to use the desktop app or the web browser
— either is fine as the experience is almost identical.

e In order to join on a mobile device, including through an e-mail/calendar link, you must have the
Teams app installed and will be prompted to do so if you do not. It's a free download from your
device’s app store.

What happens next?

Meeting

You will see a pre-meeting screen where you can choose whether to switch
on your webcam and microphone, blur your background (desktop app only)
and adjust your audio/video device settings.

There are also options to switch audio off to avoid echo if someone else in
the meeting is in the same room, receive audio by phone if you'd rather this
method and “Add a room” which will only be relevant if using a video
conferencing suite.

When you're happy with the settings, click to enter the meeting
space.

You can also toggle your webcam and microphone on/off when in the meeting.
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https://teams.microsoft.com/
https://uowtsd.sharepoint.com/sites/TELResourceCentre2/SiteAssets/SitePages/Resources-for-Teaching-Online/Accessing%20Technologies%20on%20a%20personal%20device.pdf?web=1

