How to Use a Microsoft Teams Meeting

For help, please e-mail Melinda Arendas: marendas931@dollarbank.com.
You will receive an e-mail invitation for the Scholarship Contest session you will be joining.
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@ Test meeting

Thu 8/13/2020 3:00 PM - 5:00 PM No conflicts

£ Howden, Chris <CHowdens81@dollarbank.com> invited you Didn't respond 1

Messages  Meeting Details

Howden, Chris <CHowden581@dollarbank.com> updated the meeting time

Meeting time é Thu 8/13/2020 3:00 PM - 5:00 PM Thu-5/43/2020-1:00-Pii—3-00-PM
@ Howden, Chris <CHowdenS581@dollarbank.com>

To: You

Direct link

to the meeting Join Microsoft Teams Meeting

Number to call é 1-3082 United States, Pittsburgh (Tol
for audio 2

Conference I0: 192 836 46%

Conference ID J )
to enter tPIN | Leam more about Teams | Meeting options
once you call

Reply Forward

£ Youaccepted

When it’s time to join the Scholarship Contest session, click on the direct link to the meeting. If your computer
does not have speakers and a microphone, you will need to call for audio. When calling for audio, you will enter
the Conference ID once you dial.

When you click on the direct link for the meeting, this screen will populate for you. Microsoft Teams will ask how
you want to join the Teams meeting.

Doamboad the Windows app

How do you want to join S .
your Teams meeting? - e .

* Open your Teams app




Once you are in Microsoft Teams, you will see the “pre-join” screen:

Choose your audio and video settings for

Scholarship Contest Virtual Presentation

“1” Computer audio

PC Mic and Speakers

[

Room audio

Background filters Don't use audio

Cancel

If you do not have audio on your computer, your “pre-join” screen will look like this:

Choose your audio and video settings for

Scholarship Contest Virtual Presentation

l;l Computer audio

Devices

A

No camera is connected

Room audio

Don't use audio

Cancel




We suggest that you choose “Don’t use audio” then dial in. Here is “don’t use audio selected”

your audio and video settings for

Scholarship Contest Virtual Presentation

Computer audio

A Room audio

No camera is connected

|ﬁ Don't use audio
L\

Join muted to avoid causing audio disruption.

Choose your audio and video settings for

Scholarship Contest Virtual Presentation

No audio available. L.q) Computeraudio
Choose Don't Use Audio
and call the provided

conference line.
Devices

A

No camera is connected

Room audio

No video available.
Don't use audio

Cancel




The drop-down listing will provide you with the various options:
Scholarship Contest Virtual Presentation

Meeting options

E Meeting notes

(i) Meeting details

B Gallery

3 Full screen

5% Apply background effects
€ Turn on live captions

Start recording

i Dial pad

{4 Tum off incoming video

Under the sub-menu, under “Gallery”, you can modify your options of how your incoming video can be displayed.
(Gallery, Large Gallery, Together mode will put everyone in an “auditorium” together, etc.); background effects; turn off
incoming video (if someone is having choppy connection, this may help); live captions (if anyone is having a hard time
hearing).

Device settings
=~ Meeting options
[5) Meeting notes

@ Meeting details

B Gallery

€3 Full screen

#a

7% Apply background effects

€ Turn on live captions

@ Start recording

Dial pad

(0 Turn off incoming video
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