Teams Meeting Access

Audience: All Providers

Quickly and easily access a Microsoft Teams meeting using your desktop or mobile device. With Teams,
you can join a meeting by:
o (Calling in.
o C(Clicking a meeting link:
o Inthe meeting email invitation.
o Through your Outlook calendar.
o Via an Outlook or Teams meeting reminder.
o InaTeams chat.

Access a Teams Meeting via Mobile Device or Desktop
When you’re ready to join a Teams meeting, it’s very similar to joining a WebEx meeting:
e Join meetings using the Join Microsoft Teams Meeting link.
e (Call into a meeting using the dial-in information listed below the Join Microsoft Teams Meeting link.

1. Access the meeting link or dial-in information:
e Directly in the meeting invitiation email.
e By double clicking the meeting entry on your Outlook calendar.
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e Double clicking the Outlook or Teams meeting reminder.

1 Reminder(s) — X
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Teams Meeting Access

. Click the Join Microsoft Teams Meeting link, or call in using the dial-in information located below the
link.

Join Microsoft Teams Meeting

+1 832-856-3689 United States, Houston (Toll)

Conference ID: 932 252 581#

Local numbers | Reset PIN | Learn more about Teams | Meeting options

Methalist

Mobile Device Instructions

e |f you do not have the Teams app installed on your mobile device, you will need to install the Teams

app.
o Goto the App Store or Google Play and install the Microsoft Teams app.
o Access the meeting through your email invitation.
o If you need help installing, contact:
= Physician Help Desk, 832.667.5555, select option 2.
= Your campus Physician Support Coordinator.

If you try to access the meeting through your email invitation and do not have the Teams app
installed:

o After clicking the Join Microsoft Teams Meeting link, you’ll see this screen. Click the
available browser.

Open with
¢ o
G =
Safari Open
Ask me which app to use every time O
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Teams Meeting Access

o Click Get Teams.

ne @ teams.microsoft.com a4

Join your IﬂEEtlﬂg on
Microsoft Teams

o This will take you to the App Store or Google Play to install the Teams app.

e [f you have the Teams app installed on your mobile device:
o Click Join Now. Make sure your camera is off and your mic is muted, until ready to share.

Meeting

If you need help installing Teams on your mobile device, contact:
o Physician Help Desk, 832.667.5555, select option 2.
o Your campus Physician Support Coordinator.

Desktop Instructions
After you click the Join Microsoft Teams Meeting link, you’ll see the following screen.
e Click Continue on this browser, if you do not want to download or install any apps.
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Teams Meeting Access

e Click Download the Windows app to download/install the Teams app.

i

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

Looks like you don’t have _ _
the Teams app yet. e Continue on this browser

No download or installation required

Continue on this browser instructions:

1. Click Allow or Yes to allow Microsoft Teams to access your mic and camera. Note: You can mute your
mic and turn off your camera in the next step and while in the Teams meeting.

Click Yes so others can see and
hear you in the meeting.

For a better experience downlo.

Let teams.microsoft.com use your microphone?

2. Set your audio and video settings, enter your name and click Join now. Be sure to turn off/on your mic
and camera settings. Note: You can also change these once you're in the meeting.

Choose y o and video settings fo
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Teams Meeting Access

To download the app to your desktop:
e C(Click Run.

e |f you need help, contact the Physician Help Desk, 832.667.5555, select option 2.

Microsoft Teams

If you already have the app:
e C(Click Launch it now.

Microsoft Teams

6|
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[ |

Experience the best of Teams meetings with the desktop app

Download the Windows app Join on the web instead

| Already have the Teams app? Launch it now |

« 3
y @

e For more information on Teams meetings, click here.

o Click here for a full list of Teams resources.

e |f you need additional help, contact:
o Physician IT Help Desk, 832.667.5555, select option 2.
o Your campus Physician Support Coordinator.
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