
Microsoft Teams  
Participants Guide



Download MS Teams here

https://teams.microsoft.com/downloads

Download MS Teams (Laptop Option)

https://teams.microsoft.com/downloads


Download MS Teams (Laptop Option)

Click here

The file is around 

93MB in size



Search ‘Microsoft Teams’ on Apple Store or Google Play Store

Download MS Teams 
(Mobile Phone Option)



Set a password

Set Your Personal User Name 
and Password

Set your personal 

email address

Set your 

password



Verify your email



Let’s Get Started



Setup Successful

Please send an email to the 

course coordinator



Course Coordinator Invite

You will receive an email, click 

to access MS Teams



Enter your personal email and 
password



Welcome to the online class

Click Join



Pre-Class

Turn on 

video

Blur your 

background

Turn on 

audio

Click Join 

Now



Using the online class features

Turn on/off 

video

Turn on/off 

audio

Turn on/off 

sharing 

(next page 

for details)

Turn on/off 

chats

View 

participants

Leave 

meeting



Using the online class features

Decide to share screen 

or specific apps
Live chats



(Other Access) Direct Meeting 
Link

If you receive a meeting invite 

link, just click on ‘Open 

Microsoft Teams’



Thank you
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