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How to use Teams during our Live Sessions

How to log in
First, click on the Teams link for the Live Session. What happens next depends on how you
usually use Teams.

Option 1 (this is the recommended option): If you are logged in and using the Teams app,
simply click “Join now.” If you are not logged in, enter your name before clicking “Join now.”
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Option 2: If you have to use Teams in your browser, please follow these steps:

Open Microsoft Teams?

https://teams.microsoft.com wants to open this application.

Always allow teams.microsoft.com to open links of this type in the associated app

Open Microsoft Teams
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Join your Teams meeting

Continue on this browser

Join on the Teams app
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If possible, allow your browser to access your microphone and camera. Since there will be
breakout sessions, it's helpful for your colleagues to see and hear you. You can choose ei-
ther “allow this time” or “allow while visiting the site”—whichever you prefer.
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Next, click “Join now.”
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Here’s a brief overview of the toolbar, located at the top of your meeting screen:

This is where you will find
the chat. Trainers may ask

you to answer general
questions here, and they

for you.

will also post important links
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This is where you can ac-
cess your camera and mi-
crophone settings, allowing
you to turn them on or off
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Use this section to raise your
hand or react during the meeting.

When you click on “People,”
you'll see a list of meeting par-
ticipants. To start a private
chat, simply hover your mouse
over the icon in front of the
person’s hame (no need to
click). (1) Then, click the
“Chat” symbol below their
icon. (2)

If you encounter any issues
during the meeting, you can
reach out to our technical sup-
port. The designated support
person may vary, so the train-
ers will let you know at the
start of each Live Session
whom to contact.
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You will also find breakout rooms
here if they are available.
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All about breakout rooms

How to join random breakout rooms (LS1 and LS3)
If you are assigned to a breakout room at random, you will receive a notification and be
placed in the room automatically:

We'll move you to your assigned room in 10 <
seconds.

How to go to the breakout rooms during LS2
Step 1: Click “View rooms.”

E] Breakout rooms have started. X

View the rooms and choose the one you want
to join.

Step 2: Join your assigned room. You can find your name and breakout room assignment on
the Miro board:
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Step 3: Your options will now change, and you will also be able to share:
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