To Join a TEAMS Meeting from an Email Invitation

You can choose to join the meeting from a computer, mobile device, or traditional phone.
Your email invite includes the options available to you for that specific meeting.
For the best training experience, joining from a Computer or Mobile device will be the best option.

If you choose the call in or audio only option from the invite you will only be able to hear the meeting without the
option to see the presenter’s screen.

Please note: The picture examples in this guide may differ slightly from what you may get based on your device. However, the
information should be the same.

The email invitation to a TEAMS meeting, will look something like this.

Microsoft Teams meeting 1. Select this link to join the meeting from

your computer or mobile device.
Join on your computer or mobile app

Click here to join the meeting

Or call in (audio only)
+1 385-501-4805,87495730# United States, Salt Lake City

Phone Conference 1D: 874 937 30#
Find a local number | Reset PIN

Learn More | Meeting options

Joining from a COMPUTER

2. Depending on your device you may get a screen with Options to join the meeting.

SELECT Continue on this browser
This option uses your web browser without the need to install or download anything.

%

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

How do you want to jOin Continue on this browser
your Teams meeting?

Mo download or installation required

$ Open your Teams app

Already have it? Go right to your meeting.



3. Provide your full NAME.

Choose your audio and video settings for

Meeting now

Enter name Join now

3]

Other join options

i Audio off %, Phone audio

For a better experience sign in or dowr

4. Selecting Audio option:

a) Computer Audio (Choose this option if your computer has speakers and microphone capabilities)
b) Phone Audio (Most common option. You can use any phone for audio and microphone)
After selecting this option you will be asked to provide a phone number. The system will call you.

Please note: You may choose to call in manually by selecting the Dial in manually option. You will be provided a phone
number to dial to join the audio portion of the meeting.

Step 1: Choose audio option

Choose your video and audio options

L1

Your camera is turned off




Step 2: Enter your phone number (or
select your number from “Favorites”)

Use phone for audio

Enter your number and we'll call you

Favorites

B0 -442-9935
Home

. +1 208-290-0380
@ 1001012995

Dial in manually

We are calling your phone

You are receiving a call on the number below. Please
pick up to connect to the meeting audio.

. +1 208-290-0380 Calling...

Step 3: Answer your
phone and mute yourself

Please mute your phone to avoid background noises during the meeting.

Using Chat The chat option can be found at the top of your meeting screen along with other meeting tools.

You can use this option to communicate with others during the meeting without interrupting the presenter. This option

also allows the presenter to share important information such as helpful links.

After selecting the Chat icon, your screen will change and look similar to the example shown below.



Meeting chat

o Susan Guti
meeting to

Type your message here

Joining from a Mobile Device

1. Choose to join as a guest or sign in if you already have a TEAMS account.
An account is not necessary to join the meeting.
2. Enter your full name.
3. Wait to be admitted to the meeting.
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< Meeting

Type your name, then select

Join meeting.
Name
Hello Jane Smith,
Meeting time! Someone in the meeting should let you
How would you like to join? in soon.
QWERTY U1l OFP

**********
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Sign in and join . .
123 espacio intro




