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For Hosting Meeting

e Login in using MS Teams App

e Open MS Teams App

@® Tologin, click ‘Use a different
account’

Microsoft Teams g Sign out

You're missing out! Ask your admin to enable Microsoft Teams for
egc.gov.bn

You're currently signed in as|
Select Sign up for Teams to continue, or use a different account.

Sign up for Teams

0 Click ‘Use another account
or sign up’

B¥ Microsoft

o

Welcome to Microsoft Teams!

Coll with your ¢ or coordi with your social groups in one app.

Continue as

@ Sign in using credential given
(domain ogec.gov.bn)

% Sign in to Microsoft Teams X

B Microsoft
Sign in

Emall, phone, or Skype

No account? Create one!




For Hosting Meeting

9 Open MS Outlook

@z Outlook

File Home Send / Receive

ol N
::;| n::: . &unk-  Delete Archd

New
4 Favorites

Delete

Unread Mail 38
Sent ltems
Deleted Items 90
Inbox 1

I Inbox 1
Sent ltems
Drafts [2]
Deleted Items 90
Junk E-Mail
Outbox
RSS Feeds

I Spam Mail

I Search Folders

4 sao@egc.gov.bn
b Inbox 11
Drafts [1]

9 Go to your

calendar tab

e Click the ‘New Teams Meeting " icon

Send / Receive Folder

I e

Appointment Meeting ltems = Now
New

Set up meeting details and then send
to the relevant users

Untitled - Meeting
= FormatText ~ Review  Help Tell me what you want to do
X Ol . B [ 5] ek g, O
[EiScheduling Assistant ¥ Check Names & Time Zone:

Delete Join Teams Settings ~ Meeting Cancel . . .
- Meeting - Notes  Invitation &) Response Options ~ _15 minutes F

Teams Meeting  Mesting No... Attendees Options.

Microsoft Teams Meeting

Mon 8/9/2021 [ |l 12:00 AM Rd B Al day event

Tue 8/10/2021

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Learn More | Meeting options

In your MS Teams app, before
meeting starts, invited guests

will request to join. Click
‘Admit’ to allow

I =

is waiting in the lobby.

View Lobby Admit

Waiting for others to join...




To Join Meeting

Open MS Teams meeting invite
from MS Outlook

v Accept ¥ ve v X Decline v §F Propose New Time ¥ [ Calendar...

Location Microsoft Teams Meeting

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting I

Learn More | Meeting options

Click ‘Click here to join the
meeting’ which is the link to the
meeting

A browser will be opened. Click ‘Open
Microsoft Teams’

Open Microsoft Teams?

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

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

e Windows app

app for the best experience.

Open Microsoft Teams

How do you want to jOin Continue on this browser
your Teams meeting? No download or installation required

* Open your Teams app

Already have it? Go right to your meeting

(]

Your camera is turned off

gl Disable video

Wait for host to accept your request to
join the meeting



