
Tips for joining our online course in Teams 
 

While some of you will be using Teams regularly by now, others may not have used the software 

at all. For this reason, we thought it may be useful to share with you some tips. 

 

If you already have the Teams application installed 
Joining the meeting should be quite straightforward. Click on the link in your invitation email, and 

you should see something like this:  

 

If you are presented with the additional window;

 

ticking the ‘Always allow teams….’ checkbox ensures the Teams app will open automatically without 

prompting in future, otherwise, just click ‘Open Microsoft Teams’ to launch the app. If you do not 

see the smaller window, simply click ‘Open your Teams app’ in the main screen. 

  



If you do not have the Teams application installed 
If Teams is not installed already, by far the easiest way to participate is to use the web interface, 

but for the best experience, it is suggested to install the application if you are permitted and 

inclined to do so.   

 

Join a Teams meeting on the web 
We firmly recommend using Chrome or Edge as these are the only browsers with full feature 

support. Some features may not work using other browsers, and Safari does not work at all.  

To join the meeting, click on the link in your invitation email, and you will be presented with a page 

asking, “How do you want to join your Teams meeting?”. Choose the option to ‘Join in Microsoft 

Edge’ or ‘Continue in this browser’.  If you see a message similar to “Your browser is not supported”, 

or the browser link does not work, then try installing Chrome. 

The next page asks you to choose your audio and video settings for the meeting. Some 

configurations will activate a pop-up window requesting permission for Teams to use your 

microphone and camera, if this happens, clicking ‘Allow’ will grant access to these devices and that 

window will close. On the main page, your microphone and camera will be turned on by default if 

you have them. You will see how your image appears, so take this opportunity to adjust your camera 

angle in case you need to use it, but then turn this and you microphone off.  You can then enter your 

name and click the button. 

You are now in the lobby of the meeting, and the course administrator or chairperson will admit you 

when they are ready.  

 

Downloading and Installing the Teams application 
You can download Teams directly from the link in the invitation email/appointment, or from the ‘join 

the meeting’ webpage. To use the Teams desktop application, you will be prompted to create a 

Microsoft account if you do not already have one.  

After installing the application, you can join the meeting as described at the start of this document. 

 


