
 
Community Wellness Team  
Online Programs 
Using Microsoft Teams 

 

We would appreciate it if you could be in a private room when participating in the 

online program.  Everything that is shared amongst the participants should be 

kept confidential.   Because this is a virtual program, participants are unable to 

see who else may be in the room, so again, your cooperation with privacy and 

confidentiality would be greatly appreciated.   If anyone is uncomfortable with a 

non-registered person walking into the room accidentally, please be advised that 

a virtual program may not be for you as there is no way to control this.   

 

 

How to join meetings as a guest in Microsoft Teams 

If you’ve been invited to a Microsoft Teams meeting, and don’t have a Teams of Office 365 
account. you can join easily as a guest. Here’s how. 

1. Check your email for the Teams Meeting invite and click the Join Microsoft Teams 
Meeting link. 

2. Open Teams on the web if you’re using a computer or download the app if you’re using a 
mobile device. 

3. Enter your name and choose your audio and video settings 
4. Click the Join Now button to be admitted into the meeting 

 

 

 

 



Check your email for the Teams Meeting invite 

 

 

 

 

 

 

 

 

 

 
 

The first step in joining a Microsoft Teams meeting without an Office 365 account is simple. 
You’ll first want to check your email for the invite. You’ll then want to click the link on the 
bottom of the email that says Join Microsoft Teams Meeting. Once you click that, you also can 
Accept the invite to add it to your calendar in your email. 

Open Teams on the web using your computer/laptop or 
download the app on your mobile phone 

 



Next, you’ll see that after clicking the link, you’ll have the choice to Download the Windows 
app, or join on the web instead. If you choose to join the meeting on the web, you’ll have a 
web-based version of Microsoft Teams. Your browser will then ask you to use your webcam and 
microphone, so be sure to accept both. This ensures you’ll be seen and heard during the 
meeting. 

 

Get ready for the 
meeting 

Once you’ve launched Microsoft 
Teams, you’ll have to enter your 
name and choose your audio and 
video settings. You can toggle off 
your microphone or webcam. You 
also can choose a different device for 
audio, if needed. Once you’re ready, 
you can click the purple Join now 
button. 

 

 

 

 

Enter the meeting lobby 

Finally, you’ll be put into the meeting lobby. Once you’re in the lobby, the meeting organizer 
will be notified that you’re there, and you’ll be admitted in. If no one has admitted you to the 
meeting within 15 minutes of joining, you’ll be kicked out from the lobby, and you’ll need to 
join again.  

If you are having any problems joining the meeting, please contact the Program Facilitator 
directly.  You should have received their contact info in the original meeting invitation.  

 



Tips and Tricks 

 Be as close to your wifi as possible or plug your computer/laptop directly into your 

router with an Ethernet cable 

 Close all your other browsing tabs 

 Have others in your household take a break from using the internet while you are in the 

meeting 

 
 

Don’t forget privacy: 
 

We would appreciate it if you could be in a private room when participating in the 

online program.  Everything that is shared amongst the participants should be 

kept confidential.   Because this is a virtual program, participants are unable to 

see who else may be in the room, so again, your cooperation with privacy and 

confidentiality would be greatly appreciated.   If anyone is uncomfortable with a 

non-registered person walking into the room accidentally, please be advised that 

a virtual program may not be for you as there is no way to control this.   
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