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You will receive a link to the meeting room from your lecturer:

► The link will be provided to you by email or in your iLearn course

► You have two options: 

► (1) Open the link in your browser (please use Chrome or Edge)

► (2) Open the link with the Microsoft Teams desktop app 
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(1) Opening the link in your browser

► Please use Chrome or Edge as the browser.

► Select “Use the web app instead”.

► Allow access to your microphone and camera:
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(1) Opening the link in your browser

► Please enter your name.

► Make sure to allow access to your  

camera and microphone. 

► Then click on “Join now”. 

► During the class, it is advisable to mute the 

microphone and only activate it when you want 

to contribute something.
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(2) Opening the link with the Microsoft 

Teams desktop app 

► Click on the link.

► Select “Download Windows app”.

► Click on “Execute”.

► Install the Windows app.
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(2) Opening the link with the Microsoft Teams desktop app 

► By opening the app, you automatically join the meeting. 

► During the class, it is advisable to mute the microphone and only activate it when you want to contribute something.
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(2) Opening the link with the Microsoft Teams desktop app 

► You can also download the Microsoft Teams app on your mobile phone (Android, iOS).

► It is used the same way as the desktop app. 
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Navigation in the virtual class (1)

► You will find the most important actions in the navigation bar. 

Time Microphone on/off           Other actions Write a message           Close meeting

Camera on/off              Share screen Raise your hand Show participants
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Navigation in the virtual class (2)

► If two or more students need to present something on the screen (e.g. project work, presentation), student 1 can share his/her 

screen. 

► Student 2 can click on “Request control” and, after approval by student 1 (“Accept”), can also control the shared screen. 



Navigation in the virtual meeting (3)

If you would like to switch from the standard-

layout (up to 9 persons) to the full screen

modus in order to see a selected person in the

full screen, you have to do the following steps:

► Click on the three dots next to the name

of the person you would like to see in the

full screen

► Click on „Pin“

► End this full screen modus by clicking on 

„Unpin“
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Enjoy using Microsoft Teams!

If you have any questions, feel free to contact the ITC or the Department of 

Digitalization | Innovative Lectures. 
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