How to Join a Microsoft Teams Meeting

You can join a Microsoft Teams Meeting in 1 of 2 ways:
Method 1
Step 1: Open you Eagle Email and click on the icon for your outlook calendar.
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Step 2: Double click on the appointment on your calendar. This will open the appointment.
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Step 3: Click on the “Join Microsoft Teams Meeting” link in the appointment information.
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Step 4: The window asking you to join the chat will appear (you may first be asked whether you want to join the conversation using the web browser or by downloading the app—choose the option that is best for you).
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Method 2:
Step 1: 
Step 1: Log into Microsoft Teams. From here, go to the “Calendar” option on the left-hand menu.
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Step 2: Find the session appointment on your calendar. Double-click to open the appointment.
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Step 3: In the appointment, click the “Join” button to join the session.
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Step 4: The window asking you to join the chat will appear (you may first be asked whether you want to join the conversation using the web browser or by downloading the app—choose the option that is best for you).
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Hello Mat, my name is Kelsey and I'll be your writing consultant for your Writing Center session on Friday,
April 3 at 12:00pm. When you accept this meeting invite, it will appear on your outlook calendar in your Eagle
Email. Please use the link below to begin our Microsoft Teams session. | recommend that you give yourself a
few extra minutes to get set up, and let me know if you have any technical difficulties. | look forward to
working with you!
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Hello Mat, my name is Kelsey and I'll be your writing consultant for your Writing Center session on Friday, April 3 at 12:00pm. When you accept
this meeting invite, it will appear on your outlook calendar in your Eagle Email. Please use the link below to begin our Microsoft Teams session. |
recommend that you give yourself a few extra minutes to get set up, and let me know if you have any technical difficulties. | look forward to
working with you!
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