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Virtual Attendance MS Teams Client Guide

1. Click the link for the session you wish to attend (Chrome or Edge is

recommended).

2. When the link opens, you're presented with several options to join:

Download Teams (work or school)
Use the desktop app for the best experience.

HOW do you want to jOin e Continue on this browser
your Teams meeting? No download or installation required.

$ Open Teams (work or school)

Already have it? Go right to your meeting.

)

3. Ifyour organization uses Teams, you can click the link to ‘Open Teams

and you’ll join the meeting as any other Teams meeting.

4. Alternatively, you can choose to ‘Download Teams’.

Click ‘Open’ when Teams downloads and install

Downloads B Q e s

. TeamsSetupxb4_s 8DAADE7ZB0D3995-3-0 c w_.exe




5. After Teams installs, it will open and prompt you to type your name,

select audio and video options, and join the meeting

Choose your audio and video settings for

Meeting now

PC Mic and Speakers

Other join options

tJx Audio off

6. Hover over the meeting window to manage controls such as mute,

camera, chat, etc.




7. If you're using the browser option, you may be prompted to allow
microphone and camera access, click to allow this access if you wish to

be able to speak and be seen in the sessions

sl -
] teams.microsoft.com

teams.microsoft.com wants to

1.g.r Use your microphone

Use your camera

Allow

After clicking allow, you should be joined to the meeting.

If not, refresh your browser window and rejoin the meeting from the
link.

Type your name and select audio and camera options, then click to join

Choose your audio and vide tings for

Meeting now

Join now

Realtek High Definition A...

Other join options

x Audio off & Phone audio




10.0nce in the meeting, hover over the meeting window to manage

muting, camera, chat, etc.
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