A quick guide
to using
Microsoft Teams

An easy read guide

Joining the meeting
Here is a guide to help you join a
Microsoft Teams meeting.
It also tells you how to download
Microsoft Teams on to your phone or
tablet.

First a date and time needs to be
decided for when the video call
meeting will take place.

Once the date and time has been
arranged you will then receive an
invite to your email address.
It could look like this.

The email may ask you to accept
the invite. You will need to accept
the invite so that the host knows that
you will be attending.
The host is the person who has
arranged the meeting.

Once you have accepted the invite it
will show up on your calendar. If you
click on the event it will ask you if
you want to join the meeting.

If the invite doesn’t ask for you to
accept then you can just click on
the link. That will take you to the
meeting.

When joining the meeting you
should select join as guest.

A message will come up telling you
that teams would like to access your
microphone and camera. You will
need to click OK.
This is so that others can see you
and hear you in the video calling
meeting.

You will then need to enter your
name and click ‘join meeting’.

This image will show on your screen
whilst you are waiting for the host to
let you into the video call meeting.

Once you have been let into the
meeting you may need to activate
your camera.
If you click on your screen the below
control panel will show up on your
screen.

Image below shows what each button does on the control panel.

How to download Microsoft Teams to your device
If you are using a computer or laptop
you do not need to download the
app.
When you click the link to join the
meeting you can choose to join
through the app or on the web.

If you are using a phone or tablet
then you will need to go to Google
Play if you are using an Android
device.
If you are using an Apple device
then it is the App Store.

When you are in Google play or the
App Store and ready to download,
you will need to type in the search
bar: ‘Microsoft Teams’.

The icon for the app will look like
this. Press on the app and install.
It will show you when the app has
been installed and give you the
choice to open. This will let you
know the app is ready to be used.
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