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How to join a meeting  
 
1. The Secretariat sends invitations to interested nominated representatives that have registered on the 
event’s website: https://www.unescap.org/events/fourth-session-asia-pacific-information-
superhighway-ap-steering-committee-and-wsis-regional 

2. Please join the meeting on the date and time indicated, by clicking on the link provided in the 
invitation.  
 

What to do after clicking on the link to the meeting? 
  
1. Mobile devices: For participants using mobile devices, they can download the Microsoft Teams app and 
join as guest. Participants will then be required to enter their name.  
When attending the virtual meeting, participants are kindly requested to add the name of country first, 
followed by name of participant, such as "CountryName_NameofParticipant”. 

2. Laptop/Desktop: For participants using a computer that has a Microsoft Teams account, click on Sign 
in and join. For participants without a Microsoft Teams account, click on Join on the Web instead, then 
click allow use of microphone and camera. Participants will then be required to enter their name.  

When attending the virtual meeting, participants are kindly requested to add the name of country first, 
followed by name of participant, such as "CountryName_NameofParticipant”. 
 
Kindly join the meeting 5 minutes before the meeting starts, to reduce the waiting time in the virtual 
lobby. The meeting will be open 15 minutes before.  
 

Guidelines for the participation of meetings  
 

1. Please ensure that your microphone is muted. Only unmute if you have been given the floor to speak. 
After you have finished, please mute your microphone again.  

2. Please turn off your video to enhance minimize overall Internet bandwidth use and improve quality of 
connectivity.  

3. Please speak clearly, slowly and with adequate volume.  

4. List of speakers: If you would like to ask a question or deliver a statement, please raise your virtual 
hands (see details below on how to ‘raise your hand in MS Teams’). The Chair/Moderator will hand over 
the floor in the sequence of which hands were raised by delegations.  

5. You may also raise a question or contribute to the meeting through the ‘chat room’ (see below for 
further details on how to access chat room.  
 

 

 

 

  

https://www.unescap.org/events/fourth-session-asia-pacific-information-superhighway-ap-steering-committee-and-wsis-regional
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Join a Microsoft Teams meeting from your calendar 

The first step in joining a Microsoft Teams meeting. You’ll first want to check your email for the invite on 

your calendar. You’ll then want to click the link on the bottom of the email that says, “Join Microsoft 

Teams Meeting”.  

 

On the Calendar tab in Microsoft Teams 
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Open Teams on Windows app 

 

Next, you’ll see that after clicking the link, Microsoft Teams app will prompt the joining screen. Once 

you’ve launched Microsoft Teams, you can toggle off your microphone or webcam. You also can choose 

a different device for audio, if needed. Once you’re ready, you can click the purple Join now button. 

 

Manage Audio and Camera settings in a Teams meeting 

If people in a meeting can't hear you, you might be muted or you might not have configured your mic 

correctly. 

To change your speaker, microphone, or camera settings when you’re on a call or in a meeting, select 

More options  >Show device settings  in your meeting controls. Then, select the speaker, 

microphone, and camera options you want. 
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Mute/Unmute 

 

 

On/Off Camera 

 

 

Blur my background 

Users can still blur videos’ backgrounds after joining meetings. To do that, click the  dots button to 

open a menu as in the snapshot directly below. 

 

Users can remove the blurred background effect by clicking the  button and selecting the Don’t blur 

background option 
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Manage Chat, Sharing and Recording in a Teams meeting 

If people in a meeting would like to chat or do a presentation with you, Users can click the button as in 

the snapshot directly below. 

Chats 

  

 

Share 

you can select an application, power point or Microsoft Whiteboard to share with another users 

 

 

If you want to share the video, click “□ Include system audio”. 
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Raise your hand 

During a meeting, you can raise a virtual hand to let people know you want to contribute without 

interrupting the conversation.  

Just select Raise your hand  in the meeting controls. 

 

Everyone in the meeting will see that you've got your hand up.  

 

Meeting presenters will also receive a notification that your hand is raised, and they can lower your 

hand once you've had a chance to talk. 

 

Thank you 


