Teams — How to join a Teams meeting — gIZ
Instruction for externals

When a GIZ employee invites you as an external guest for MS Teams Meeting, you get a
Teams Meeting invitation via email with a link like this:

Meeting externals
From:

giz.de>
Date: 2020-04-15 17:08

Join Microsoft Teams Meeting <—_—1_|

Learn more about Teams | Meeting options

e

Deutsche Gesellschaft fuer beit (GIZ) GmbH;
Sltz der Gesellschaft Bonn und Eschhom/Reglstered offices Bonn and Eschborn. Germany;

ht Bonn, Germany; Eintragungs-Nr./Registration no. HRB 18384 und/and Amtsgericht Frankfurt am Main, Germany; Eintragungs-Nr./Registration no. HRB 12394;
USH-IdNF/VAT ID no. DE 113891176

Vorsitzender des Aufsichtsrats/Chairman of the Supervisory Board: Martin Jaeger, Staatssekretaer/State Secretary;
Vorstand/Management Board: Tanja Goenner (Vorstandssprecherin/Chair of the Management Board). Thorsten Schaefer-Guembel

O Step 1: Please click on the link written as “Join Microsoft Teams Meeting”

O Step 2: After clicking on the link a new page will open in your browser like below.
Please click on “Join on the web instead” button.

Experience the best of Teams meetings with the desktop app

Download the Windows app [ Join on the web instead ] @

Already have the Teams app? Launch it now
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O Step 3: For the first time you as an external need to click “Yes” to provide permission
to the browser to use the devices.

Click Yes so others can see and
hear you in the meeting.

For a better experience do oad the desktop app.

Let teams.microsoft.com use your webcam and microphone? Yes No X

O Step 4: Now enter your name and click on the “Join now” button.

Choose your audio and video settings for

Meeting now

2]

Join now

[ [ & \./ L ) @ Devices

Other join options

¢ Audio off & Phone audio

For a better experience sigr
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You as an external participant will see the message “Someone in the meeting should let you
in soon”.

Someone in the meeting should let you in soon

The GIZ participants will be informed about external participants waiting in the lobby and can
let you in.

Within a few seconds you will be at the MS Teams meeting room and can collaborate with
others.
Hint: Some advanced functionality may not work in the Internet Explorer & old Microsoft

Edge web browser (i.e. Screen / Desktop sharing). Please use latest Microsoft Edge
Chromium or Google Chrome browser for this functionality.
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