& westchester
% LIBRARY SYSTEM

Empowering libraries. Empowering communities.

Microsoft Teams Meetings

QUICK START GUIDE



Teams access

* All library staff with an Active Directory account can sign into Teams.
e All library staff are part of the Westchester Library System Team.

M Download the Windows app

The Essentials

Continue on this browser
1. Choose the best way for you to access Teams oo mtlationraas
* Ona W.LS orlibrary PC or laptop download and install the Teams app
* Ina VDIsessionor on your personal device use your browser G Openyour Teams spp

* On amobiledevice install the Teams app

2. Signin with Active Directory account credentials, the login that is used for VDI
and Evergreen in the format ffirstname.lastname@westchesterlibraries.org

Read on for detailed step-by-step instructions " ‘oo -wesichesier
for each access method K
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In VDI Join from an email link 1

In VDI
1. Click the Click here to join the meeting email link. %
2. Click Continue on this browser. A tab will open

to confirm use without audio or video.
3. Click Continue without audio or video.

The aUdiO and Vldeo WlndOW dISplays. Are you sure you don't want audio or video? If you
. . . . change your mind, select the camera icon by your
4. At the bottom, click the sign in link " adrass bar and then Always allcw. |

Continue without audio or video

Join on your computer or mobile app

Deownload the Windows app

Click here to join the meeting

How do you want to join
your Teams meeting?

wesichesier
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In VDI Join from an email link 2

In the sign in screen,

1. Enter your Active Directory username in the format
firstname.lastname@westchesterlibraries.org
2. Enter your Active Directory/Evergreen password

3. Choose Stay signed in (optional)

The audio and video setup window may display again.

Choose Continue without audio or video

B® Microsoft B® Microsoft
Slgn in < allisonmidgley@westchesterlibraries.org
allison.midgley@westchesterlibraries.org| Enter password

Can't access your account? ‘

Are you sure you don't want audio or video? If you
change your mind, select the camera icon by your
address bar and then Always allow.

B® Microsoft Continue without audio or video
allisonmidgley@westchesterlibraries.org
Stay signed in?

Do this to reduce the number of times you are asked
to signin

D Don't show this again
. L .
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In VDI Join from an email link 3

P —— 1. The audio and video setup ‘ “‘..)
and Join window displays. _
‘ 2. Click Join now. Waiting for — join...
‘ _ ) You may see on W% @
— * Connecting and Waiting for others to join
+E® G comsenn Wait until your connection is complete, others join
the meeting, or the meeting leader lets you in. oy ¢
OR
Jo learn about how to * You’re missing out! Ask your admin to enable Youre miing el Ak your a0 smable MirasotTonms for
take part in meetings, Microsoft Teams... Call or email the WLS e e
go to slide 12 helpdesk. Tell them that you’re having trouble

signing into Teams. Include the information . . wes'l'chesi'er
in the error message. K “. *LIBRARY SYSTEM



Join a Meeting from an email link
In a Browser 1

1. Click Click here to join the meeting. Click here to join the meeting I
2. Click Continue on this browser. A tab
will open to choose audio or video '
settings and join. How do you want to join
*Do not click Join now.* vour Teams meeting?
3. At the bottom, click the sign in link

Download the Windows app

In the sign in screen, o B e i

\\\\\\\\\\\\\\\ @westchesterlibraries.org

Enter password Stay 5|gned in?

1. Enter your Active Directory username in the format = woooommeesd F Fere

Can't access your account?

Forgot my ord .
g how this again
e ] [_sonn_| No

firstname.lastname@westchesterlibraries.org
2. Enter your Active Directory/Evergreen password _
3. Choose Stay signed in (optional) 0y’
2 : -wesichesier
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Join a Meeting from an email link in
a Browser 2

P —— 1. The audio and video setup ‘ “‘;-.)
and Join window displays. -
2. Click Join now. Waiting for others t join...
‘ ) You may see we WX D - OO S0
T * Connecting and Waiting for others to join
Wait until your connection is complete, others join
the meeting, or the meeting leader lets you in. aay ¢
OR
To learn about how to * You’re missing out! Ask your admin to enable Youre g ot Ak o e e spnbe Mcrasn Toum o
take part in meetings, Microsoft Teams... Call or email the WLS orprn ol e
go to slide 12 helpdesk. Tell them that you’re having trouble

signing into Teams. Include the information :. X 'WQS'I'CheS‘l'el"
in the error message. % LIBRARY SYSTEM



Join a meeting from an email link
inthe App 1

In an email, click the join the meeting link

Click here to join the meeting

Join on your computer or mobile app b

. If you have the Teams app and are signed in, Teams
will open and the meeting join window will display

Dewnload the Windows app

: How do you want to join Continue on this browser
. If you don't have the Teams app, you can your Teams meeting? byt
choose Download the Windows app to download, @ Ot
install, and sign into the app and join the meeting
OR

* Choose Continue on this browser.
A new tab will open to sign into Teams

. -wesichesier
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Join a Meeting in the App 2

Teams = "M Youth Services posts Files Wiki Channel calendar =+

If you have the Teams app installed —

Pinned
Dana Hysell 1/20/2021 10:31 AM

an d yO U are s |g ne d | n’ B VVorkplace Safety Plan PH ' Siheduled a meeting

WLS HQ Staff

YS Check-in

* go tothe Teams channel and —
* join from the meeting link in o s ——
the posts e

Circulation Committee Scheduled a

¢/ Reply

f Today < >  February 2022

e join from the channel calendar R S
 search for a committeename in
the command bar to find the To learn about how to |§s:.;g::::::.n
committee team or channel take part in meetings,

go to slide 12

X -wesichesier
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Trouble signing in?

If you can't sign in with your Active Directory

username and password,

1. In the Enter (Guest) name box, enter your
name and 3-letter library code.

2. Choose audio and video settings

3. Click Join now. You will be signed in as a guest
* Notrecommended
* May not have access to chat and other

functionality

:.‘. -westchester
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Join a Meeting in the Teams App

In Teams, look for a Join link

Allison H Midgley 7:56 PM
Scheduled a meeting

=== Eyergreen Plus: Mdlly ng Report Templates -
& oy o0 =

1@ 8:00 PM

* In a Team Channel post
* |n achannel calendar

eeeeeeeee :' --westchesier
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Meeting Options window

* Choose options
* Video
* Audio

* Click Join now

*If the button is greyed out, make sure that
Computer audio is checked and active.

-westchester
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Taking Part in Meetings

Participate in a meeting Meeting with Allison H Midgley

through the Control bar S &

e Chat (only participants SR
who are signed in) R

 Raise hand or react

<@  Allison Pryor to the chat.
L) . - .
[ ] ~— Lindsay Stratton was invited to
r n I n — the meeting.

& 9/28/2012:49 PM Meeting

PY IVI t t = ended: 50m 9s
u e O r u n m u e December 15, 2020
IS 12/15/20 5:33 PM Meeting

* Inthe 3-dot menu

February 8, 2021
2/8 243 PM Meeting £33 Full screen

* Checksettings 3 it m3s

focay #% Apply background effects

¢ A p p Iy a b a C kg ro u n d Bt S19AM Mesting sarted g Turn on live captions

@ Start recording

Meeting chat

i Dial pad

;‘, -westchester
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Teams Navigation

@ CO m m a n d Ba r at to m\-m Teams = General Posts Files Wiki MS Teams Help & Lea... =+ cogwide @& @
p AP ; . )
(1] Pinned Take a deep dive into holds and learn how to track down potentially pesky problems! Includes best practices and
Teams e workflows, highlights, tips, Q&A for placing, filling, and maintaining holds.
P E h f' d h . ) Workplace Safety Plan — & T ——
o Lo s ergreen Essentials: Holds
nter search terms to find matching o L LE= @ [ e
Chat

«’ Reply

files, Teams, or channels El -

[ \Vestchester Library Syst...

AP Allison Pryor VYesterday 1:13 PM
General Learn the best practices and workflows for Local Admin features and functions. Includes Workstation set up,

L E t l I l t t t h t 5 R configuration and re-registration, creating and sharing templates, editing calendar closed dates; managing the
n e r n a e O S a r a n eW C a Adult Services Dialogues transit list; and more. (Intended for Directors, Department Heads, Supervisors, and TechXperts.,)

Circulation Committee

@  Evergreen Plus: Local Ad

. Evergreen Redirect Project For ... B ednesday, ap
e Type / tosee alist of all commands o [ o

1 hidden channel

Allison Pryor Yesterday 1:26 PM

L) .o L) L]
. Left N av I a t I O n B a r ] A Ct I V I t C h a t UCH WLS HQ Staff Take a deep dive into bills and learn how to track down potentially pesky problems!
* ’ V4

== Evergreen Plus: Understandi

L WLS IT a Tuesday, April 13, 2021 @ 1:00 PM
L]
[eams, Calendar, Files HeIp e
’ ’ ’ eResources Today
Evergreen © _ .
> Test for Training ended: 2m 48s ‘
Redirect Project
¢« Reply

WLS Training

S& Join or create a team @

) Il

£ ()

T
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What are Teams and Channels?

e Ateamis group of people

e Alllibrary staff are part of the
Westchester Library System team

Teams = U8 General Posts Files Wiki 1more v @ Ogwide 3 @

Pinned === Eyergreen Essentials: Tech Services

a Tuesday, March 16, 2021 @ 1:00 PM

Your teams
2 replies from you and Allison
Westchester Library Syst.. - @ Meeting ended: 1Th 27m

r
Genera | & Reply

Adult Services Dialogues e
Circulation Committee

e A channelis a topic or subgroup

Allison Pryor Yesterday 12:57 PM

Evergreen Redirect Project for ... AP Take a deep dive into holds and learn how to track down potentially pesky problems!
Youth Services Includes best practices and workflows, highlights, tips, Q&A for placing, filling, and
W e re t e t e a I I l C a n maintaining holds

1 hidden channel
=== Evergreen Essentials: Holds
WLS HQ Staff e u Monday, April 5, 2021 @ 1:00 PM

<’ Reply

e Read and add Posts (like group chat)
e Share and work together on files

e Create a topical Wiki

e Check the Channel Calendar

e Meet, Audio call, Video call ::sﬁzzwesichesier
<& LIBRARY SYSTEM




Teams Help

Topics Quick Start: Just the basics

* Topics Traning
* Training videos and
short reads

e What's nhew

What's new

Suggest a feature

Give feedback

* | What is Microsoft Teams? 0:54

Chat and share files (3 min read)

Activity feed and search (2 min read)

* Microsoft Teams help
and learning

Teams downloadable guide 7 (PDF)

& westchester
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https://support.microsoft.com/en-us/teams

Links and support

e Office.com

* Teams.office.com

 The IT Wiki at it.westchesterlibraries.org
* Training@wlsmail.org

* Support@wlsmail.org

* Microsoft Teams help and learning

.‘. -westchester
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https://it.westchesterlibraries.org​
mailto:Training@wlsmail.org
mailto:Support@wlsmail.org
https://support.microsoft.com/en-us/teams

