A SQUAMISH - LILLOOET

REGIONAL DISTRICT .
Virtual Townhall “How To"”

Tips for “joining” an SLRD Virtual Townhall

1. Open the meeting invite link in a web browser like Edge or Chrome.

Date: Wednesday, November 5
Time: 4:30 p.m. to 6:00 p.m.
Microsoft Teams - Join the meeting
Meeting ID: 297 703 925 786 1
Passcode: Mb9Nk703

Dial in by phone: +1 437-703-1516
Phone conference ID: 983 986 247#

2. Thereis no need to download the Teams app if you don't have it on your computer
already - simply “Continue on this browser” to get into the meeting.

S

Join your Teams meeting

Join on the Teams app

3. Allow permissions: When prompted, allow Teams to access your mic and camera. If
you don't allow permissions, you will not be able to enable your mic or camera to
ask questions.

Select Allow to let Microsoft Teams use your
mic and camera for calls and meetings on this
browser.

When you do, wel turn your devices on for a moment 1o set them up.


https://can01.safelinks.protection.outlook.com/ap/t-59584e83/?url=https%3A%2F%2Fteams.microsoft.com%2Fl%2Fmeetup-join%2F19%253ameeting_MDZkN2E0MzktNTUyMC00MTNiLWFhMDgtYTFkMGJiZTUxNWIx%2540thread.v2%2F0%3Fcontext%3D%257b%2522Tid%2522%253a%252293ec851f-7e38-4e29-a514-cc9454187475%2522%252c%2522Oid%2522%253a%25220ed08ed8-21c4-4bb7-9687-792d7e00f8f2%2522%257d&data=05%7C02%7CMLeroux%40slrd.bc.ca%7C120aa6aa2ee1457f3d9a08de10e35adb%7C93ec851f7e384e29a514cc9454187475%7C0%7C0%7C638966765831570585%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=jp4vXZtbgECeSs8zshOD%2B4rB7d9CpyOg5m2vetryHM4%3D&reserved=0
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4. Join the meeting: Click "Join now" to enter the meeting.

5. Stay muted: Your microphone will be muted when you join, and it's polite to stay
muted until you are called upon to speak.

6. Troubleshoot audio/video: If you have problems, try leaving and rejoining. You can

also access device settings during the meeting from the "More / ...” button (three dot
icon).

Tips for “participating” with the Teams app or web browser:

e Ifyou are joining from the Teams app or a web browser, you will see this banner at
the top of the webinar screen. Yours may or may not have all of these features

visible.
Additional
settings
Raise and Camera and
lower hand microphone

e To raise your hand during the Q&A, click the “Raise” button with the hand icon.
e To turn your camera and microphone on or off during the Q&A, click the “Camera”
and “Mic” buttons.

e To access additional device settings such as audio controls or live captioning, press
the “More / ..."” button.
o To turn on live captions click the “More /...” button > “Language and Speech”
option and > select “Show live captions”.
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Tips for “participating” on the MS Teams mobile phone app:
e To access more features, press the “More / ..." button
e From here, you can turn your camera and microphone on and off, turn on captions,
change your audio settings, and raise and lower your hand by pressing the hand
button

Raise and
lower hand

Live captions

Camera and
microphone

Adjust
audio

Press ... to
access menu

In-meeting menu options for those directly dialling in by phone:

Phone Number: 1 437-703-1516
Phone conference ID: 983 986 247#

Tips for participating through phone call:
e Play a description of the menu options that are available during a meeting: *1
e Raises or lowers your hand: *5
e Mutes or unmutes your microphone: *6

Troubleshooting

e Check your audio settings by clicking the “More /..."” button > “Audio settings” to
adjust the volume and ensure the correct speaker is selected.

e Tryleaving the meeting and re-joining.

e If these tips don't work and you still can't turn on your mic or camera at all you may
have forgotten to allow permissions for Teams to access them when you first joined
the meeting. Exit out of the meeting and click on the link again to re-join, this time
allowing permissions so you can participate in the meeting.


tel:+14377031516,,983986247

