
Step by Step Procedure for How to install Microsoft Teams Video 
Conferencing Meetings & How to participate in Video Conferencing Meeting 

Quick Start Guide 
Step: 1 Type Microsoft Team in Google 

 



 

 

 

 

 

 



Step: 2 Click on Microsoft Teams – Video Conferencing, Meetings, Calling link 

 

 

  



 

  



 

  



Click on Download the new Teams app  



Step: 3 please check your Desktop or Laptop version then download accordingly  

 

 



 

Step: 4 Go to download folder in your Computer or Laptop, etc.,  and install the Team Video Conferencing app  

 



Step: 5 Click on Install Teams 

 

  



 

After installation it will ask Sign in and Join by meeting ID 

  



Step: 6 if u has Meeting ID and Password pleas click on Join by meeting ID 



 

  



Step: 7 click on Join Meeting

 



Step: 2 

a. Type your name 
b. Unmute your Video and PC Mic and Speakers 

 

 



Please Join now

 



 

Options available in a M
 

 

 

Turn camera

 

Mute/unmute
disturbances in m

 
If you have to share a document
ppt or etc.,  

 

More actions

 

 

Microsoft Team meeting 

camera on/off. 

 

If yo
me

Mute/unmute your microphone to avoid 
disturbances in meeting.  

 

If you have to k
participate
number of participated in 
meeting

u have to share a document or 
 click on Share button   Hang

actions 

 

If you have to mention or 
if you to talk click on 
your

 

you have to send a 
message in Chat box.  

f you have to know 
participate names or 
number of participated in 
meeting. 

Hang up/leave meeting 

you have to mention or 
if you to talk click on Raise 
your hand option. 


