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What can you 
do in Teams?



Download the App - TEAMS
https://www.microsoft.com/en-us/microsoft-365/microsoft-
teams/download-app

Android Apple

https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app


Join a Meeting
Click on the link in the email /calendar 



Join from Calendar



Join in a 
Channel
Just click on the JOIN button



Join in Chat • If the meeting has already started you can still join! Just click on the JOIN 
button in the chat room!



Before you click



Turn off Audio and Visual
(unless you need to be seen and heard)



What do these mean?



Screen Share – if 
you want others to 
see what is on your 
screen



PIN a participant 
(the interpreter)
2 different ways

1. Find the interpreters picture, right click - click the pin icon -

2. Participant Icon – find interpreters name – three dots pin the 
interpreter.

Use the split screen option to help see the interpreter. See next slide...



Split Screen 
• Join the original Teams meeting

• Open another internet browser window

• Type in MS Office 365

• Click on TEAMS icon

• Keyboard Windows button + arrow (right/left) to 
split screen

• Will have two windows open – pin the 
interpreter



Ellipsis: aka the 
three dots
• gives you more options

• Device Settings

• Full screen

• Hold

• Blur my background … etc

• Live Captioning



Chat Box: type questions, share 
information/documents to the 
group



Participants – everyone listed 
who is in the meeting with you

• This may be another option to PIN the 
interpreter.

• Click on the icon - open the participant list –
scroll to find the interpreter – click on the three 
dots – PIN the interpreter



New Feature: Video stream of up to 9 people 
in a 3 x 3 Grid

• The feature is gradually rolling out to all 
Teams users and will be available for 
everyone in the next couple of weeks.



Live Captioning Feature
Ellipsis (…) - Turn on/off captioning for attendee NOTE: Presenter should NOT turn this feature on!



Meeting adjourned
When you are done with the meeting, click on the phone to hang up



Scheduling a 
Meeting

How to step by step



Click on the Calendar icon
+ New Meeting

* If you use either of these icons in calendar the 
captioning will be available for the meeting.
*if video call through the chat – captioning will not work 
for 1:1 meeting



New Meeting

• Fill in the title of the meeting

• Start and end date and time

• Invite someone

• Click Schedule



Your meeting 
has been scheduled!



Instant Meeting: 
https://www.youtube.com/watch?v=Bl-P0Jrs3g0

• There are two ways to start 
a meeting instantly.

• To start a meeting with an 
existing team - click on 
Meet Now or the icon at the 
top of the chat page

https://www.youtube.com/watch?v=Bl-P0Jrs3g0


Sharing 
Content

• ASL Interpreter users:​

• Once the screen is shared 
the video "boxes" will become 
very small and at the bottom 
of the screen.

• Please use the split screen 
workaround (slide 13)



Click the 
Share icon
Click on the screen you want 
all to see



• Any questions?

• Check out:

• MicroSoft 365 videos on Teams

• https://ingov.sharepoint.com/sites/learningpathway
s/SitePages/Get-started-with-Microsoft-Teams.aspx

• Linkedin Learning: https://www.linkedin.com/learni
ng/microsoft-teams-tips-and-tricks/extra-options-in-
video-calls-
2?pathUrn=urn%3Ali%3AlyndaLearningPath%3A5e67c
339498ee624c52b641c&u=2188380

https://ingov.sharepoint.com/sites/learningpathways/SitePages/Get-started-with-Microsoft-Teams.aspx
https://www.linkedin.com/learning/microsoft-teams-tips-and-tricks/extra-options-in-video-calls-2?pathUrn=urn:li:lyndaLearningPath:5e67c339498ee624c52b641c&u=2188380



