
 
 

 

Instructions for Logging onto Microsoft Teams 

1. In order to join the meeting, click the “Join Microsoft Teams Meeting” link in your email 

below.  

 

**Note – you do not need to call into the meeting as well. This number is if your computer 

audio does not work OR if you do not have a computer for logging into the meeting. If you 

call into the meeting, you will still be able to hear the meeting and ask questions, but you 

will not have the ability to see the presentation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

2. Once you click the “Join Microsoft Teams Meeting” link, you will be brought to a page 

that looks like this (see below). If you would like, you can download the Teams app (first 

option), which will give you full functionality of the program. However, you can select 

“Continue on this Browser” (second option), which will enable you to join the meeting 

and participate. 

***Note – if you do not download the Teams app and choose “Continue on this browser,” the 

only feature that will not be available to you is the opportunity to use your webcam. You will 

still be able to see presenters that are using their webcam and you can still use audio to ask 

questions. You can also use the chat feature to communicate with participants in the meeting. 

 

 

 

 

 

 

 

 

 



 
 

 

3. Please be sure to select “Allow” to let Microsoft Teams use your microphone and 

camera for calls and meetings on this browser. If you do not allow, you will need to use 

the call-in number attached to the meeting for meeting audio. If you click “Allow,” you 

should have full audio use through your computer speakers. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

4. Enter your name and click “Join Now.” 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

5. You will know you are in the meeting room once you see the initials (or faces) of other 

participants. You will also see a menu towards the bottom of your screen with various 

options. 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

Some Key Features in Microsoft Teams 

 

Video – if you click the first icon on the bar (square with line through it), that will enable 

your webcam to turn on. In this instance, the webcam is not available since we are using 

a web browser to participate in the meeting. If you download the Teams app, you will 

be able to use the camera feature. 

 
 

Microphone – The microphone icon allows you to mute and unmute yourself. The icon 

below shows that the participant is muted. If you click the microphone, the line will go 

away, and you are now unmuted and can speak in the meeting. The meeting host also 

has the ability to mute and unmute all participants. 

 

 
 

 

 

 

 

 



 
 

 

Raise Your Hand – If you click the hand icon, the meeting participants will see that you 

have raised your hand to ask a question. The meeting hosts can call on you to ask your 

question to the group. 

 

 
 

Chat – The bubble icon is for the chat bar. Click this icon and it will now open the 

meeting chat. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Example of how Meeting Chat will appear upon clicking Chat icon: 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Participants – If you click the “Show Participants” icon, you will see a window on the 

right-hand side of your page that shows all the participants that are active in the 

meeting. 

 

 


