NHS

East Lancashire Hospitals
NHS Trust

Microsoft Teams Support Guide

For further support please contact the dietitians on: 01254 734059

If you have been invited to a virtual clinic or session
with the dietitians at ELHT we will be using
Microsoft Teams.

Please take the time to read the relevant parts
of this user guide carefully before taking part.

To access the sessions all you need is:

A laptop, tablet, smartphone, or desktop computer

A reliable internet connection

A private, well-lit area

Microsoft Teams app, available below.

Tap or click below to download the Teams app for your device:

10S (Apple) Windows
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https://www.microsoft.com/en-gb/microsoft-teams/download-app#desktopAppDownloadregion
https://play.google.com/store/apps/details?id=com.microsoft.teams&lm=deeplink&lmsrc=downloadPage&cmpid=downloadAndroidGetApp
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For further support please contact the dietitians on: 01254 734059

For further help in accessing the online groups and using
Microsoft Teams, please click on your device type below:

1]

Android 1I0S (Apple) Windows
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@Android

To access your VIRTUAL GROUP DIETETIC APPOINTMENT @ ELHT,
click the link in your invitation email or text message. You will then be
prompted to enter your name andto click ‘Join.’

On the next screen always select to open in ‘Teams’

Mew booking from

Megan Smith

Test Run 1 with
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(UTC+00:00) Duklin, Edinburgh, Lisbon, London

[ —— |
Join your appointment

via Microsoft Teams

It is advisable to click on the session invite early to allow time to
resolve any connection issues.

Your device may ask for permission to access the internet. Select allow.
If you haven't previously downloaded Microsoft Teams at this point you
will be asked to do so. Follow the on-screen instructions to download
the Teams app.

You may also be asked to allow the use of the camera and microphone
select allow for both.
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Type your name and select ‘Join.’

When available, a team member will then admit you in to thesession.
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Enter your name and join the meeting in the meeting ShOU|d let you
in soon
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‘Name

Sign in and join

Once you have been admitted to the session you should see the following
controls at the bottom of your screen:

video on/off mic on/off sound up/down end meeting

After a short period of time, the controls at the bottom of your
screen will disappear, to bring them back, simply tap on the
screen.

A team member will advise you when to mute or unmute your mic.

When the VIRTUAL GROUP DIETETIC APPOINTMENT @ ELHT
session has finished, tap the end meetingbutton on the right of the
controls.
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BJios (Apple)

To access your VIRTUAL GROUP DIETETIC APPOINTMENT @ ELHT
session click the link in your invitation email or text message, you will then
be prompted to enter your name and toclick ‘Join.’
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via Microsoft Teams

Sign in and join

It is advisable to click on the session invite early to allow time to
resolve any connection issues.

If your device asks for permission to access the internet when tapping on
‘Join your Appointment’, select the appropriate option to allow it to do
SO.
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BJiosS (Apple)

You will see the following message if you have not yet
downloaded the Teams app, click ‘OK’, then click-
‘Get Teams’and follow the instructions given.

Join your meeting on
Microsoft Teams

Safari cannct epen this page because the

deddrinis w ewaid
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r7 JOR (Apple)

This screen will show while

you wait for a team member to —
admit you in to thesession. ?

someone

in the meeting should let you
in soon
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Once you have been admitted into the session you will see the following
controls at the bottom of the screen

video on/off mic on/off sound up/down end meeting

After a short period of time, the controls at the bottom of your
screen will disappear, to bring them back, simply tap on the
screen.

The DIETETIC team member will advise you when to mute or unmute
yourmic.

When the VIRTUAL GROUP DIETETIC APPOINTMENT @ ELHT session
has finished, tap the end meeting button on theright of the controls.
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uWindows

To access the VIRTUAL @ ELHT session, click ‘Join your Appointment’ in
your booking email.

Mew booking from

Megan Smith

Test Run 1 with
NROL
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(UTC+00:00) Dublin, Edinburgh, Lisbon, London

| Join your appointment |

via Microsoft Teams

If this window appears select one of the following:

If you haven't alre ady Download the Windows app

d own I Oad ed th e Team S ap p 'g' Use the desktop app for the best experience.
=  Continue on this browser
@ No download or installation required.

If you have the Teams app already gy OpenyourTeamsapp

Already have it? Go right to your meeting.

installed on your device

It is advisable to click on the session invite early to allow time to
resolve any connection issues.
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The first time you open

the Teams _ap p_, you This site is trying to open Microsoft Teams.
may see this window _ —
https://teams.microsoft.com wants to open this application.

pop up at the top of the
screen. Iways allow teams microsoft.com to open links of this type in the assoaated app
Click inside the tick-box =0m|

then select Open.

A message may also appear when Teams is used for the first time, asking
for permission to use the camera and mic, select ‘Allow’.

Once the Teams app opens, you will be presented with a preview screen
where you can make sure the camera is positioned correctly and switch
on or off your camera and mic.

ur audio and mdeo settings for

Meeting now

Join group

Video on/off Mic on/off

When you are happy with the settings on screen, click ‘Join now’ and a
team member will admit you to the meeting when available.
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When you enter the VIRTUAL GROUP DIETETIC APPOINTMENT @
ELHT session you may see other peopleon the screen or just a dietetic
team member, this is normal.

Your camera video will always be in the bottom right of the screen.

Video on/off mic on/off end meeting

A team member will advise you when to mute or unmute your mic.

When the session has finished, tap the end meeting button on theright of
the controls.
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