
Using Microsoft Teams 
February 2022

Join a meeting without a Microsoft Teams account 
You can join a Teams meeting anytime, from any device. If you don't have an account, follow these steps 
to join as a guest. 

Joining from a laptop 
1. Go to the meeting invite and select Join Microsoft Teams Meeting.

2. That'll open a web page, where you'll see two choices: Download the Windows app and Join on the web
instead.

3. If you join on the web, you can use either Microsoft Edge or Google Chrome. Your browser may ask if
it's okay for Teams to use your mic and camera. Be sure to allow it so you'll be seen and heard in your
meeting.

4. Enter your name (remember to use the name with which you registered for the event) and choose your
audio and video settings. If the meeting room (or another device that's connected to the meeting) is nearby,
choose Audio off to avoid disrupting. Select Phone audio if you want to listen to the meeting on your mobile
phone.

5. When you're ready, hit Join now.

6. This will bring you into the meeting lobby. We'll notify the meeting organiser that you're there, and
someone in the meeting can then admit you.



Joining on a mobile phone or tablet 
You can join a Teams meeting on your mobile phone but will need to download the app in advance. Here's 
how: 

1. In the meeting invite, select Join Microsoft Teams Meeting.

2. If you don't already have the Teams mobile app, you'll be taken to your app store to download it.

3. Download and open the app. If you have an Android device, open the app right from the app store page.

If you have an iOS device, tap the meeting link again to open the app. Teams will ask if it's okay to use 
your mic. Be sure to allow it so others will be able to hear you. 

4. Next, you'll be given two options for joining your meeting: Join as a guest or Sign in and join. Choose
Join as a guest.



5. Type your name (remember to use the name with which you registered for the event) and tap Join
meeting.

You should then be in the lobby of the meeting and the meeting organiser will admit you. Once you're in 
the meeting, you can turn your video or mic on or off by tapping on the centre of your screen to show the 
meeting controls. Tap again to hide them. 



Important Information 
Reminder: Please do not share the link, meeting ID and meeting password with anyone else. Attendance 
at the meeting is by invitation only and should be administered by the Environment Agency.  

Should another member of your organisation(s) like to join the meeting please email 
annabel.butcher@rabconsultants.co.uk to advise of this and we will provide the relevant details on how to 
join the meeting to the additional attendees.  

We will be aiming to start promptly so we ask that you log into the meeting 5 to 10 minutes before the 
meeting is due to start.   

Please note that the meeting will be recorded for the purposes of producing a meeting note. We will not be 
sharing the recording with any of the participants or anyone else outside of the Environment Agency. We 
would encourage you to use your camera to provide a more interactive experience but if you feel more 
comfortable joining the meeting by audio only then please do keep your camera switched off.  

Meeting etiquette 

When you join the meeting please ensure that you are on mute and please remain on mute unless you 
are speaking.  This will help to avoid any background interference and allow the speaker to be fully heard 
by all. Controlling your video and audio can be done by pressing these controls: 

When your video and audio are off, they will have a line crossed through the symbols: 

Both the Chat function and Raise Hand function will be available throughout the meeting to ask questions. 
Both will be monitored throughout the session and we will facilitate the Q&A sessions at appropriate points 
throughout the meeting.  Please wait to be introduced, unmute yourself, ask your question and when you 
have finished, please mute yourself again.  



Access the raise hand button by clicking on the icon with the hand and face: 

Access the chat by clicking on the speech bubble icon: 

Top tips for using Microsoft Teams 
To ensure that you receive the best quality picture and sound please close any other applications / 
programmes that are also connected to the internet and, if possible, to ask others in your home to refrain 
from or minimise their use of the Wi-Fi whilst you are in the meeting. 

Accessibility 

We want everyone attending this virtual session to feel involved, that they can easily participate and get a 
good outcome. Please let us know if you have any special requirements, disabilities, impairments, learning 
needs or health issues, including mental health which may require adjustments to ensure your full ability to 
participate. If you require any assistive technologies, provide us with brief details of how this can be 
implemented. Please contact us by emailing annabel.butcher@rabconsultants.co.uk, so we can discuss 
what we can do to make your experience a positive one. Any information you share with us will be treated 
with respect and confidentiality. 
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