ACCESSING PUBLIC
COMMITTEE MEETINGS
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DOWNLOADING THE TEAMS APP

The best way to access a live committee meeting is to download the Teams app
to your PC or device:

( )
IPHONE - click on the App store icon

\

(
' ANDROID - click on the Play Store icon

\. J

Type Teams or Microsoft Teams in the
search box. Q. microsoft teams @ Cancel

When the Teams app is displayed, click on

A Microsoft Teams
the Get or Download button. The app will * Hub for teamwork GET
*kkhk 946K

begin to download.

Once the app has downloaded, click on
Open — your device is now ready to start
using Teams!

WINDOWS APP FOR PC

See ‘Joining a meeting from a PC’ on
the next page.
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Watch the live event in Microsoft Teams

Download the Windows app Watch on the web instead

Already have the Teams app? Launch it now

JOINING A MEETING FROM A PC

You will first need to select the meeting you would like to access from our website, then
click on the meeting date. This will take you to the Agenda page where you will find the
agenda and reports for the items being discussed along with the link to the live meeting.

1.

When you click on the live meeting link, you will be taken to the Teams page.
(See image above)

You can download the Windows app to your PC or you can
Watch on the web instead.

If you have already downloaded the Teams app to your PC, you will need to click
Microsoft Teams on already have the Teams app? Launch it now or Open this
page in ‘Teams’? You will then be automatically taken through to the meeting.

If you are asked to either sign in or join the meeting anonymously, you should join
anonymously.

The live event page will then appear.

If the event has started, you will hear and see the event in action which will be audio
voices of the officers and councillors and a screen share of a document.

ONCE THE MEETING HAS ENDED, PLEASE CLICK LEAVE. 4o~




JOINING THE MEETING ON A DEVICE

You will first need to select the meeting you would like to access from our website, then
click on the meeting date. This will take you to the Agenda page where you will find the
agenda and reports for the items being discussed along with the link to the live meeting.

1. Click on the live meeting link.

2. If you have downloaded the Teams app (see page 2), you will be asked to Open this
page in “Teams”?

3. If you haven't downloaded the app, you will be asked to sign up for free in order to
access the meeting. This would be a one-time registration and would allow you to
access future meetings more easily.

STEP 1: STEP 2: STEP 3:
OPEN SIGN UP FOR FREE CREATE ACCOUNT
ACmallnte ;18 VT < App Store 41l F 17:47 7 70% @) ‘(;F':::'E' ?ﬂ Iogil-:.’;;:e.com AATO%C/ |

# teams.microsoft.com

This page will open in another
application.

Open

Cancel

Microsoft Teams

Welcome to Microsoft Teams!
A happier place for teams to
work together.

i Sign up for free ‘

@ This site uses cookies for

and ads. By continuing to browse this site, you agree to this

analytics, personalised content

use. Learn more

Microsoft Teams

¥ Microsoft

Create account

It looks like you're new here. We'll create a
new account with
ashleerae2014@gmail.com.

Create account
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STEP 4:
CREATE A PASSWORD

STEP 5:
DATE OF BIRTH

STEP 6:
ACCOUNT IS CREATED

4 App Store o/ 17:18 70% @)

A G

Close 8 signup.live.com

@ This site uses cookies for analytics, personalized content and

ads. By continuing to browse this site, you agree to this use.

Microsoft Teams

B Microsoft
« ashleerae2014@gmail.com

Create a password

Enter the password you would like to use with
your account.

Create password

(L) show password

Learn mor

<« App Store o/ 1| T 17:19 70% @)

AA G

Close & signup.live.com

Microsoft Teams

B® Microsoft
< ashleerae2014@gmail.com

Create account

We need just a little more info to set up your
account.

Country/region
United Kingdom I

Date of birth
Day I Month IYear

oIl Three WiFi Call = 17:20 70% )

Close @& businessstore.micros »A
IVIICTOSOITU 1EedlTis

B8 Microsoft

Setting up Teams...
Leave your browser open
while we're doing this.

Terms of use

Feedback

0 Microsoft

STEP 7:
ENTER PASSWORD

STEP 8:
SIGN IN

STEP 9:
SELECT MEETING
FROM OUR WEBSITE

« Teams y1| T 17:21 70% mm )
Cancel

B Microsoft
< ashleerae2014@gmail.com

Enter password

P

Forgotten your password?

Done

Terms of use Privacv & cookies

<

< Authenticator i & = 17:21

70% (. )

(A

Sign in using your work, school, or
Microsoft account.

ashleerae2014@gmail.com

Get help with signing in

=
7 4

17:33

Live Broadcast Test ®

1l Ouve

ONCE THE BROADCAST CLOSES, PLEASE CLICK LEAVE. 2
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