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How to Join a Teams Meeting in the Conference Room

Quick job aid - follow these steps on the room touch screen.

Before you start: Make sure your meeting is scheduled with the conference room. If using a laptop, plug in the
HDMI cable before sharing.

[ Step | What to do What you should see

Wake up the room

1 Tap the touch screen. The
conference room system will turn
on.

The home screen appears on the display.

Join your Teams meeting
2 Tap Join next to your scheduled
meeting.

Tap the green Join button.

Share your screen, if needed
After the meeting opens, tap Share

3 to present the room PC or your
laptop. For a laptop, make sure
HDMI is connected.

Tap Share during the meeting.

Having trouble? Check that the room is invited to the meeting, the HDMI cable is connected, and the screen is
on. If it still does not work, contact IT support.
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