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Having a Meeting In
Teams




Finding the Meeting
(Using a laptop)

* Look at the menu bar \
onh the left hand side [E
of the screen.

* Click on Calendar -
you should see this
view which shows yo
any meetings you
have arranged.

* Click on the meeting




Joining the Meeting
(Using a laptop)

* When the meeting is g
ready to begin a ._
small video camera

icon will appear
here.

* Click on this.




Joining the Meeting
(Using a laptop)

* Click on the Join
Button

* During the Meeting
- if you move your
mouse over the
screen you will see
the controls - check
the microphone is
muted until you are
ready to speak.
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