
Getting started on MS Teams 

 

You need to have access to MS Teams in order to be trained remotely (webinar) at your 
convenience using MS Teams. 

Please find instructions to obtaining MS Teams software from the Unisa Connect Online 
options. 

1. Log into myUnisa using your myUnisa login and password. 
2. Go to Student Support and Regions 

 

3. Go to  Study @ Unisa 
4. Go to Prepare for study success and selct Connect Online option 

 

 

This option will list all the software available for downloading to Unisa students. 

  



5. Select the Microsoft Office 365 and 1 TB of online storage option – simply 
click on the blue hypertext link 

Please read the webpage to familiarise yourself with the benefits of accessing 
Microsoft office 365. Follow the instructions to downloading 

 

 



6. Select the MS Teams icon fom the MS selection – click on the link to access MS 
Teams 

 

 

7. Follw the instructions for downlaoding and access to MS Teams 

 

Now to join a meeting… 

8. Access the invite to the meeting from your email. 
9. Click on the Join Microsoft Teams Meeting blue hypertext link– see example 

below 

 

 

 



10. Select the Join on the Web instead (if you have already downloaded MS Teams) 

 

 

11. Click on the Join now – see example below 

 

 



12. Setting video, screen and audio 

 

Set the following: 

 Video    = I can see you               = I can’t see you 

 Screen  = I can see your screen  = I cannot see your 
screen 

 Audio    = I can hear you             = I cannot hear you 

 

Ideally – I want to see your screen and hear you. If you allow access to your screen I 
can guide you where to click and go therefore the ideal settings for video, screen and 
audio would look like example below. 

      

 



 

 

13. Wait for meeting to start 

You will see the following message – see above screen print. Wait to be allowed into 
meeting session by the person arranging it. 

Should you somehow be “dropped” from session, simply rejoin – see above. 

 

 

 

 



Participating in the MS Teams meeting… 

14.You can now follow and participate in the meeting via MS Teams.  

Once the presenter shares their screen, you should be able to see either their Desktop 
(for live demo) or the powerpoint presentation – see beow as example. 

 

Please notice the dialog screen to your right. This allows you as meeting participant to 
interact with the presenter apart from audio. 

   

   

 

Chat functionality where you can 
type the presenter a message 

during the training. The 
presenter can answer your query 

or question or remark via chat 
function. 



Ending a MS Teams meeting… 

15.You can now end in the meeting via MS Teams by simply clicking on .  

 

Remember, you can rejoin the meeting while the meeting is in session. 

 

 

 

 

 

 

   

 


