Annexure A

Joining Microsoft Teams Meeting by using the Email invite link
 Check your Email address for the meeting invitation link.

 Now all you need to do is to click the link that says Join 170th OCC Meeting.
 After clicking on the meeting join link, the link will open in the default browser taking you
to the Microsoft Teams website. If the browser detects that you have the Microsoft Teams
app installed on the computer, you will be prompted if you want to open the application as
you can see below.
Then, click Open to allow the Microsoft Teams app to launch.

MS Teams website wants to launch the Teams app
 Then you will be presented with some meeting controls. You must choose whether or not to
turn on your computer’s camera and microphone. Once you click on the Join Now button,
you will be added to the current attendees of the Microsoft Teams meeting.

Choose your audio and video settings.
 If you don’t have the Microsoft Teams app you will be directed to a page where you will be
asked to choose an option whether to Download the Windows app or Join on the Web
instead.
You would also have the option to open the meeting using the Teams app if the app is
already installed.

If you choose to join the Teams app to join the meeting using the Teams account that is
currently logged in to your Teams app.
If you choose to join using the web browser instead, you will be prompted by your browser
to allow the site access to your computer microphone and camera. Click on the allow
button to use your camera and microphone for the Teams meeting.

After you allowed the Teams site access to your camera and microphone, you will be
directed to the screen similar to the image shown below.

You must enter your name manually. You should enter your name, designation and
organization name which will be shown up in the list of attendees.
Depending on organizer’s settings, you may join the meeting right way or go to the lobby where
people in the meeting can admit you.

