
User Manual for Microsoft teams 
for Laptops (as Guest User)



1. Click on the link in the 
email sent. It would open 
in another Browser Tab.



2. Click cancel

3. Click Join on the 
web instead



3.5. Click “Allow”, if 
prompted by the 
browser



4. Enter First name, 
Designation (in short), 
Location

5. Make sure video and 
Microphone are switched 
off (left as in the picture)

6. Click Join Now



6. Wait



7. Switch on the Camera and 
Microphone, if you want to speak. 
Switch these settings off again, 
once done speaking. 8. End the call 

after the meeting 
is concluded.


