
 

Guidance on how to join a MS Team Meeting 

 
1. Hardware should be plugged into a power supply. 

2. Make sure your hardware has an internet connection. Ethernet is more stable than 

WiFi. 

3. Your camera and microphone should be enabled on the hardware. If your 

organisation has blocked these, you should still be able to join the call through a 

browser, share screen and dial in using the audio details displayed in the meeting 

invite. 

4. Go to the meeting invite and select Click here to join meeting. You will have 2 

choices; to continue using a browser or join using the Teams app. Please note if you 

are already using MS Teams, please select Join without switching. 

 

5. Depending on the meeting setting by the organiser, you may have to wait in the 

‘lobby’ until the organiser lets you into the meeting. 

 
Meeting Icons Explained: 

 

1 2 3 4 5 6 7 8 9 
 

 
1 Shows how long your meeting has been running 
2 Turn your camera on and off by clicking icon 
3 Turn your microphone on and off by clicking icon 
4 Present content – content being shared will be outlined with red square 
5 More actions … 
6 Raise your hand to ask a question 
7 Shows the chat conversation between participants in meeting 
8 Shows participants 
9 Leave meeting 

 
Further support can be found here: MS Support 
 
 
 

https://www.microsoft.com/cms/api/am/binary/RWyUxX


 
 
 
 

 
 
 
 
 



 
 


