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What is Microsoft Teams?  
Microsoft Teams is a collaboration and video conferencing platform that helps people communicate 

effectively across several different mediums.  

The service allows users to communicate via text chat, voice or video call and benefits from 

integrations with various other Microsoft 365 services, such as OneDrive and PowerPoint. 

Joining a Microsoft Teams Meeting 
1. Check your email for a Microsoft Teams invite from the meeting host

2. Select the “Click here to join the meeting” option



 - 2 - 

 
3. This should open your default web browser and direct you to the Microsoft Team Launcher 

where you will have three options to select from 

4. Select the “Continue on this browser” option. This will allow you to use your default 

internet browser to join the meeting. 

5. This will redirect the web page and prompt for you to allow permission for your device’s 

camera and microphone  

 
6. You must select “Allow” to continue  

 
 

 

7. You can adjust the camera and microphone settings found on the meeting’s lobby page as 

shown below. Once your preferences are set, select “Join Now”  
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8. You will be redirected to the meeting’s lobby and an alert will be sent to the meeting host 

to alert them that you are waiting.  
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Signing into the Microsoft Teams Desktop Application  
1. Open the Microsoft Teams application found on your desktop  

 

2. Enter in your mycil.org email address and 

select “Next” 

3. Select the “Work or School Account” Option 

 
 

4. The Microsoft Teams application should launch at this step  

  

Adding a New Teams Meeting via Outlook  
1. Open your calendar within Outlook  
2. Select “New Team Meeting”  
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3. Add the meeting details here and select “Send”  
Note: Teams should automatically generate a call in number when the meeting is created  

 
 

Editing a Teams Meeting via Outlook  
1. Open your calendar within Outlook and locate the meeting that need the update  
2. Double click the meeting to open the meeting editor window below  
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3. Once the applicable changes are made, select the “Send Update” to send the changes to all 
attendees 

 
 

Joining a Teams Meeting via Outlook  
1. Open your calendar within Outlook and locate the meeting 
2. Right click on your meeting and select “Join Teams Meeting”  
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3. This should launch the meeting via the Microsoft Teams application  

 
 

Meeting Options within Teams  

 
 

 - The “People” option allows you view your participant list and invite additional 
attendees. 

 
Note: You can dial out to phone numbers directly within the Teams Meeting by simply adding 
the number to the box shown above and selecting “Share Invite”. This should result in an 
immediate direct call to the phone number provided.  
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- Chat allows you to send instant messages directly to all meeting attendees 

 

 - Share allows you to present your desktop or specific application screens

 




