NHS

South London
Cardiovascular Networks

MDTs on Microsoft Teams Guide o

Downloading and Installing Microsoft Teams on PC

Most NHS Trust PCs will already have Microsoft Teams installed, however if your Trust PC or
personal PC does not have Microsoft Teams, please follow the below instructions:

1) Visit http://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app

on your web browser
2) Select Download for Desktop

Download Microsoft
Teams

Connect and collaborate with anyone from anywhere on Teams.

Download for desktop

Download for mobile

3) Select Download Teams

"
Download Teams

Download Teams

4) When the application is first installed on your PC, you may need to sign in. Login with

your Trust/ NHS.net email login credentials.
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e

Enter your work, school, or Microsoft account

B® Microsoft

Login with your
‘AI Trust/NHS.net
email credentials

I bgn—in address

Version 1.1, Updated 07/05/2020


http://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app

NHS

South London
Cardiovascular Networks
Downloading and Installing Microsoft Teams on Mobile Phone

If you are planning on joining the MDT via your mobile phone, you will need to install and
sign in on the app prior to the meeting

1) Visit your app store on iPhone or Play Store on Android and search for Microsoft
Teams and install

2) Open the Microsoft Teams app on your phone and sign in with your normal NHS
email login credentials

Microsoft Teams <

Coal

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

|Emai\ address, phone num¥™® Login with your

email credentials

Get help with signing in

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

[ Sign up for free ]

Learn more

Arrange MDT meetings on Microsoft Teams

Please ensure the Microsoft Teams application is installed on your PC to schedule a
Microsoft Teams meeting.

1) Open your Outlook application and go to your calendar section
2) Select New Teams Meeting

FILE HOME | SEND /RECEIVE FOLDER _ VIEW

d (= c
=& &
New New New  New Skypell New Teams Joday Next7 D
Appointment Meeting Items ~  Meeting Meeting Days

New Skype Meetinl Teams Meeting

3) A window will appear with a link “Join Microsoft Teams Meeting”. Enter the invitees
and details of the meeting and press Send.
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Join Microsoft Teams Meeting
1) Open the invite for the meeting from your email calendar
2) Click the link Join Microsoft Teams from the body of the invite

Subject MDT

Location Microsoft Teams Meeting

Start time Tue 21/04/2020 [ 1400 .
End time Tue 21/04/2020 E| 14:30 -

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

3) The Microsoft Team application will open automatically on either your PC or mobile
phone

4) Select your video and microphone to on, and press Join Now

Join now

[ T m 757 @ \./ m @ PC Mic and Speakers

If you are joining on your mobile phone, you will see this at the bottom of your screen to
toggle your camera and microphone settings

5) If you are external to the Trust who has organised this meeting, the chair/organiser
will admit you to the meeting
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6) Once you have been admitted to the meeting, it is recommended to go into full

screen mode to improve the quality of any images being shared. Select the ellipses
and select Full Screen Mode

£33 Show device settings

[E Show meeting notes

= Enter full screen

7% Show background effects
Turn on live captions (preview)
i1 Keypad

© Start recording

o> End meeting

(A4 Turn off incoming video

0028 @4 % [ 8 &

Screen Sharing
To share any imaging or other items from your PC to be viewed by all meeting participants:

1) Select the Share option on the toolbar in your Microsoft Teams application

Window

ij

Screen #1 Meeting | Microsoft Teams
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Instructions for chair/organiser of meeting
1) For all participants who are external to the Trust joining the meeting, they will have
to be admitted to join the meeting. When they are joining, a notification will appear
for every external participant. Select Admit

Fardeen Choudhury
is waiting in the lobby

28" View Lobby « Admit
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