(Join using Desktop App)

Join using Computer for Audio

Join using Phone for Audio
(Join using Desktop App)

Join using Computer for Audio
(Join using Browser)

You will first click on “Click here to

join the meeting” link to join the
session on your computer.

To connect your audio using your
computer.

Open your calendar and locate the
Teams Meeting.

Click on Click here to join the meeting

Microsoft Teams meeting

Join on your computer or mobile app

[ Click here to join the mesting]

Joining by desktop app using computer

audio. Enter your name and select
your preferences.

Meeting now

To enterthe  To enter the To join the
meeting meeting meeting click
with your muted, click Join now.
camera on, on the

click on the switch.

switch.

You will first click on “Click here
to join the meeting” link to join
the session on your computer.
To connect your audio using a
phone.

Open your calendar and locate the
Teams Meeting.

Click here to join the meeting

Click on

Microsoft Teams meeting

Join on your computer or mobile app

|'.', ck here to join the meeting ‘

Or call in (audio only) %

oU4-66o5-0UU0 520400 /32s7 (Canada, v
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Phone Conference ID: 328 486 792%

Joining by desktop app using phone
for audio. Enter your name and call

into the meeting using the phone

number and conference ID provided
in the meeting invite.

Meeting now

To enterthe  To manage To join the
meeting your device meeting by
with your settings, phone, click
camera on, click on the on Join now
click on the gear icon. & call the
switch. number

provided.

Note: If you choose to turn your camera on, Teams offers participants the option to choose a different background.

You will first click on “Click here to
join the meeting” link to join the
session on your computer. To
connect your audio using a phone.

Open your calendar and locate the
Teams Meeting.

Click on

Click here to join the meeting

Microsoft Teams meeting

Join on your computer or mobile app

to join the meeting

Or call in (audio only) %

For best user experience, we
recommend you use the desktop
app. If you do not have the desktop
app installed on your computer, you
will choose how you would like to join.

To join by browser,
select ‘Continue on this
browser’. Note: Teams
will then request your
permission to use your

" microphone and
camera. You will need
to click Allow.

Download Teams (work or school)
¢ Continue on this browser

ﬁ Open Teams (work or school)

Next, enter your name, select your
settings, and click Join Now.

Meeting now

Toenterthe  To enter the To join the
meeting meeting meeting Join
with your muted, click now.
camera on, on the
click on the switch.




Quick Reference Guide

Joining a Meeting

Join using Computer for Audio . .
(Join using Browser) Show & Manage Live Captions

You will first click on “Click here to To show live captions, click on more actions - . (] N
A b4
join the meeting” link to join the More Camera Mic
= ¢
session on your computer. To
connect your audio using a phone. @ Record and transcribe

@ Meeting info
Open your calendar and locate the

Teams Meeting. @ Timer

. . Z. Video effects and settings
Click on  click here to join the meeting Click on Language and speech, then click on

Show live captions i Audio settings

AT Language and speech

Microsoft Teams meeting Show live captions £ settings

Join on your computer or mobile app

=2 Turn on RTT for this call

Click here to join the meeting

CQ) Call me

@ Help

To manage caption language settings and captions styles including font color,
Enter your name and call into the

meeting using the phone number and click on the @
conference ID provided in the meeting
invite.

- ]
W Meeting with Vitoria, Silvia +++ City of Vancouver ‘ - o x

& e © & 6 © 8 B 8 - &, 0O Eym.

Chat  People  Raise React View  Rooms  Apps More Camera Mic Share

Meeting now

@) x
Other join options

?5; Language settings
Captions will appear in this box. &) Caption styles

To enterthe  To enter the To join the
meeting meeting meeting Join
with your muted, click now.
camera on, on the

click on the switch.

switch.




Audio Tips

To switch your audio when in a meeting from
computer audio to phone audio click on the - |

— (-] w.ox

More Camera Mic

@ Record and transcribe >
(@ Meeting info

@ Timer

#. Video effects and settings
% Hide audio settings v
At Language and speech >

3 Settings >

A

I @ Call me ]
® Help

The Use Phone for Audio popup will appear. You can
choose to have teams call you by entering a phone
number, or you can choose to dial in manually by
clicking on Dial in Manually.

Use phone for audio X

Enter your number and we'll call you.

\ Enter the phone number
sl e \\'¢ you wish to be called on,

I then click on Call me.

Fayoriiss

604.829.9453
Phone

Dty 4 To manually dial, click on
Dial in manually.

Use phone for audio x

Dial in with one of the following phone numbers.

——P  +16046656000 (Toll)
Get local numbers

The Use phone for audio Conference ID: 247 673 334 #
window with the dial in
phone number will appear.

Call me back

Microsoft Teams

Audio Tips Continued...

When experiencing audio troubles consider the
following:

1. | can’t hear anything.

a. Check your speaker sound. If using a laptop,
check F1 to see if it's ON or OFF.

b. Check the speaker on your computer located
at the bottom right of your computer, next to
the time and date.

Is it ON: m or OFF: “

2. No one can hear me.

a. Check your microphone sound. If using a
laptop, check F4 to see if it is ON or OFF.

b. If using a headset, check if the mute button is
selected on the headset hand control unit.

c. Check to make sure your meeting microphone
is on. To check your in-meeting microphone,
see if it has a line through it or not?

H & ¢ © 8 & - @ B .

Chat People Raise React View Rooms Mare Camera Mic Share

ON I"‘-'r“'I OR \kar‘\ OFF

To switch between mute and unmute, you can click
on the icons or use shortcut code (Ctrl+Shift+M).

{=

@ - s %) 3 In Meeting Audio Settings
S AN a. Click on the drop down

Echo Cancelling Speakerphone (Jabra

SPEAK 510 usag) preerehene! b. Manage Speaker & h
(O speakers (Lenovo USB Audic) Microphone
() Speakers (Realtek(R) Audio)
P —————*= The Audio settings options will
appear.

@ Echo Cancelling Speakerphone (Jabra
SPEAK 510 USB)

(O Microphone (HD Pro Webcam C920) You Can trouble Shoot your
O Microphone Aray (ntel® Smart speaker and microphone settings.

Sound Technology for Digital
Microphones)

& Select the speaker and
microphone options you wish to
switch to.

Spatial audio

ac

Noise suppression

[ More audio settings l

To access additional audio settings, click on More audio
settings.




