
Instructions updated March 28, 2021 

Joining the Wildfire Adapted Missoula 
Teams Meeting 

Meeting Info | Tech Support | Before the Meeting | Using 
Teams During a Meeting 

Joining on a: Desktop Computer | Mobile Device 

Meeting information 
Meeting name: Wildfire Adapted Missoula Virtual Public Meeting 
Date and Time: Wednesday, May 19, 2021, 6 pm MDT 
Meeting Link: Click here to join the meeting 
Meeting Call-In Number: 1-636-352-2946, ID: 737 908 951#    
Meeting Organizer: Sara Rouse, sara.rouse@usda.gov  

Tech Support 
For tech support: Kelsey McCartney 
email: kelsey.mccartney@usda.gov  
or call: 406-590-1364 

Before the Meeting 
Download software | Join early 

Load Software or App (Mobile Devices) 
Download and Install Microsoft Teams App (Mandatory on Mobile, 
Optional on Computers) The app is free, and you do not need a 
Microsoft Account to join a meeting. 
Critical for mobile users: When you install, Teams may ask if it's 
okay to use your mic. Be sure to allow it so others in the meeting will 
be able to hear you. If you experience problems after installation, see 
“Troubleshooting Mic and Camera Issues on a Mobile Device.” 

https://gcc02.safelinks.protection.outlook.com/ap/t-59584e83/?url=https%3A%2F%2Fteams.microsoft.com%2Fl%2Fmeetup-join%2F19%253ameeting_YTRlZTdhN2QtMWRhMy00ZjlkLTllM2UtYmNjNTE4MjNhN2Q1%2540thread.v2%2F0%3Fcontext%3D%257b%2522Tid%2522%253a%2522ed5b36e7-01ee-4ebc-867e-e03cfa0d4697%2522%252c%2522Oid%2522%253a%2522530cfcba-b730-4e6d-9d31-ae409c96d3a3%2522%257d&data=04%7C01%7C%7C054f53dbfbc345feae6108d914b61067%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637563594455908300%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=Uq2dS5JSlwHFkqQ13PO9NznqCVdqMHwy%2B4y5jhE9WkI%3D&reserved=0
tel:+16363522946,,737908951#%20
mailto:sara.rouse@usda.gov
mailto:kelsey.mccartney@usda.gov
https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app
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Testing your connection before the meeting 
Join the meeting to test your devices at least 30 minutes before the 
meeting start time. 

Desktop Computer Join Instructions 
1. Using the meeting invite follow the join meeting link. 
2. A web page will open where there are three choices for How do you 

want to join your Teams Meeting? (Figure 1) 
a) On a laptop or desktop computer, you don’t have to download the 

software, but if you wish to, select Download the app. 
b) If you just want to attend the meeting immediately, choose Continue 

on this browser.  
Note: Please make sure you are using browser. We suggest Chrome 
or Microsoft Edge or Safari versions 14+. Avoid Firefox, Internet 
Explorer, and Safari versions before 13 as they are not fully supported 
and may not work with Teams meetings. 

c) If you’ve already downloaded the Teams app, select Open your 
Teams app. 

 
Figure 1 

3. After you choose your join option, follow the instructions in the next 
screen, which may vary depending on browser or if you are in the app 
(Figure 2, from Edge browser). 
a) Enter your name and choose your audio and video settings. For most 

meetings, join with your camera off, and turn it on if directed by 
the meeting organizer. Select Computer Audio if you are going to 
interact with the meeting through your device microphone and 
speaker. Select Phone audio if you want to listen to the meeting on 
your mobile phone. Do not use Add a room unless you’ve been 
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instructed to by the meeting organizer. Note: audio and video settings 
can also be updated from within the meeting later if they need to be. 
We suggest joining up to 30 minutes early to test your video and audio 
and fine tune settings as needed before the meeting starts to avoid 
interrupting the ongoing meeting. 

 
Figure 2 

4. When you're ready, choose Join now. 
5. Depending on meeting settings, you may be admitted immediately, or be 

sent to the meeting lobby, and a meeting organizer will admit you. 

Changing Device Settings (Browser) 
Illustrations in these instructions use Microsoft Edge. They may differ 
slightly depending on your browser and color settings. 

• Before joining the meeting, choose Device Settings on the Select Audio 
and Video Options Screen and choose your camera and microphone (may 
be necessary if you have an external mic or camera) 

• During the meeting, choose More Options (three dots) on the meeting 
control panel – you may need to wiggle your mouse or focus display to 
bring this up) and select Show device settings, and choose your 
camera and microphone (may be necessary if you have an external mic 
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or camera) (Figure 3) 

 
Figure 3 

Troubleshooting microphone issues on a Mac 
If you're using a Mac and you're having trouble getting your microphone to 
work, you might need to change one of your privacy settings.  

Here's how to check: 

1. Open System Preferences 

2. Select Security & Privacy 

3. Under Privacy, choose Microphone on the left 

4. Make sure Microsoft Teams is selected 

Mobile Device Join Instructions 
1. Using the meeting invite follow the join meeting link. 
2. If you don't already have the Teams mobile app, you'll be taken to your 

device app store to download it. 
a) You can download the app in preparation for the meeting before you 

join. Find the links to the device app stores here Download and Install 
Microsoft Teams App 
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. 

https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app
https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/download-app
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b) Teams will ask if it's okay to use your mic. Be sure to allow it 
so others in the meeting will be able to hear you. 

3. Next, you'll be given two options for joining your meeting (Figure 
4): Join as a guest or Sign in and join. Choose Join as a guest. (If 
you have an account, you may use it). 

 
Figure 4 

4. In the next screen (Figure 5) Type your name and choose Join 
meeting. Note: You can type any name in that you want. However, it 
does help meeting organizers to call on you and get back to you on 
questions you may ask in the chat if your full name is included on this 
screen. 
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Figure 5 

5. Depending on meeting settings, you may be admitted immediately, or be 
sent to the meeting lobby, and a meeting organizer will admit you. 

Changing Device Settings (Mobile) 
Once you're in the meeting, you can turn your video or mic on or off by 
tapping on the center of your screen to show the meeting controls. Tap 
again to hide them. 

Troubleshooting Mic and Camera Issues on a Mobile Device 
If your mic or camera doesn’t work on your phone or tablet, be sure that 
your microphone and/or camera have been given permission to work within 
Microsoft Teams. This will have to be done in your individual device 
settings. 

• Change app permissions on your Android Phone (Settings > Apps & 
Notifications > Choose Microsoft Teams – you may need to choose “see 
all apps” to find it. > Choose Permissions > Camera (or Microphone) and 
choose Allow or Deny and appropriate level of permission, e.g., Only 
while using the app).  

• Control access to information in apps on iPhone (Settings > Privacy 
> Camera (or Microphone) and ensure that Microsoft Teams is toggled on 
for both). 

https://support.google.com/android/answer/9431959?hl=en
https://support.apple.com/guide/iphone/control-access-to-information-in-apps-iph251e92810/ios
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During the Meeting 

Turn on Live Captioning 
Captions are currently only available in the Microsoft Teams 
application on a computer. They are not available through a 
browser or in government clouds on the Teams mobile app. 
To use live captions in a meeting, go to your meeting controls and 
select More options (three dots on the control/tool bar)> Turn on 
live captions. 

The Teams Meeting Control Bar 
Teams Browser Control Bar (on a computer) 

The control bar on a browser floats and may disappear when unused. 
Wiggling your mouse or bringing focus back to the presentation frame 
will make it reappear. 
The components/commands on the control bar are as follows, from left 
to right (Figure 6): 

1. Time you’ve been in the meeting 
2. Camera on/off 
3. Mic on/off 
4. Share screen 
5. More options 

a. Show device settings (Use Device Settings to Set up or 
troubleshoot your mic and camera) 

b. Snow meeting details 
c. Enter full screen 
d. Keypad 
e. Start recording (inactive) 
f. Turn off incoming video 

6. Raise your hand 
7. Show chat 
8. Show meeting participants 
9. Leave Meeting 
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10. Example of Browser control panel (on Microsoft Edge) 

 
Figure 6 

 

Teams Mobile App Control Bar 
Tap the screen on your device to bring up the chat and people button 
at the top of the screen if it disappears. 
The components/commands on the mobile control bar are as follows, 
from left to right (Figure 7): 

1. Top of screen: 
a. Time meeting has been going 
b. Open chat 
c. Show participants 

2. Bottom control panel 
a. Camera on/off 
b. Mic on/off 
c. More options 

i. Put me on hold 
ii. Raise my hand 
iii. Dialpad 
iv. Start video with blur 
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v. Turn off incoming video 
d. Raise your hand 
e. Leave Meeting 
f. Example mobile phone screen from Teams App on iPhone.

 
Figure 7 

Teams Desktop App Control Bar 
On the desktop app, the control bar commands, from left to right are 
(Figure 8): 

1. Show participants 
2. Open Chat Panel 
3. Raise your hand (may include a reaction panel that allows you to 

give a thumbs up, heart, clap, or laugh, or raise your hand) 
4. More Options, which, from top to bottom are: 

a. Device settings (use to troubleshoot your mic and camera) 
b. Meeting options (for organizers) 
c. Meeting notes 
d. Meeting details (join link, phone number) 
e. Gallery (see participants in gallery view) 
f. Large gallery  
g. Together mode 
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h. Focus 
i. Full screen 
j. Call me (have the meeting call you for phone audio) 
k. Apply background effects (to your video) 
l. Turn on live captions (automatic captioning) 
m. Start recording (organizers) 

5. Example screen showing the commands listed above on the 
control bar on the Teams Desktop App in Windows. (views may 
vary depending on operating system and your status as organizer 
or guest) 

 
Figure 8 

USDA is an equal opportunity provider, employer, and lender. 
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