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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.
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Microsoft Teams Support Guide
For further support please contact the dietitians on: 01282 804700
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[bookmark: Page_2]
[bookmark: Page_3][bookmark: _bookmark0]To access your virtual group dietitian appointment, click the link in your invitation email or text message. You will then be prompted to enter your name and to click ‘Join.’

On the next screen always select to open in ‘Teams’
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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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[bookmark: Page_4]Type your name and select ‘Join.’

When available, a team member will then admit you in to the session.
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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 dietitian appointment session has finished, tap the end meeting button on the right of the controls.


[bookmark: Page_5][bookmark: _bookmark1]To access your virtual group dietitian appointment session click the link in your invitation email or text message, you will then be prompted to enter your name and to click ‘Join.’
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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.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.
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[bookmark: Page_6]This screen will show while you wait for a team member to admit you in to the session.















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
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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 your mic.

When the virtual group dietitian appointment session has finished, tap the end meeting button on the right of the controls.


[bookmark: Page_7][bookmark: _bookmark2]To access the virtual group dietitian appointment session, click ‘Join your Appointment’ in your booking email. 























If this window appears select one of the following:
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If
 
you
 
have
 
the
 
Teams
 
app
 
already
 
installed
 
on
 
your
 
device
If you haven't already
 
downloaded
 
the
 
Teams
 
app
)If you want to open it in the browser 
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[bookmark: Page_8]The first time you open the Teams app, you may see this window pop up at the top of the screen.

Click inside the tick-box 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.

















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.


[bookmark: Page_9]When you enter the virtual group dietitian appointment session you may see other people on 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 the right of the controls.
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