Microsoft Teams:

Find Your BCTRA Event Link

Event links are often sent from postmaster@membeemail.com, BCTRA's membership and event
platform. If you do not see the event email in your inbox, check your junk or spam folder.

How to Join a BCTRA Teams Meeting

Important: If you use Microsoft Teams for work or school, sign out of Teams before attempting to join
a BCTRA event so you can join as a guest.

Microsoft Teams uses organizational accounts to identify users. If you are signed in to Teams through
your employer or educational institution, Teams will automatically attempt to join the meeting using
that account rather than allowing you to join as a guest.

Because the meeting is being hosted through BCTRA's Microsoft Teams account, Teams will not
recognize your work or school account as belonging to BCTRA and so may block you from joining.

Think of it like a work keycard. Your keycard works well within your employer's building, but it will not
automatically grant access to another organization's building. Signing out of your work or school Teams
account allows you to join BCTRA events as a guest instead.

To join a BCTRA event via Teams

STEP 1: Sign out of Microsoft Teams
- If you use Teams for work or school, sign out before joining a BCTRA event.

Open the event email from BCTRA / Membee (postmaster@membeemail.com)

- Check your junk / spam folder if you don’t see it in your inbox.

STEP 3: Open the Teams link in your web browser, not the Teams app
- Copy the Teams link from the BCTRA email and paste it directly into your web browser.

Join using your browser
- If a pop-up appears asking “Do you want to allow this website to open Microsoft Teams?”,
click "Cancel" and then select "Join on this browser" or "Continue on this browser."

- If no pop-up appears, look for and select "Join on this browser" or "Continue on this
browser" on the Teams webpage.

STEP 6: Complete the Join Process

- Follow the on-screen prompts to enter your name, allow access to your microphone and
camera (if desired), and join the meeting.
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Using Microsoft Teams

Once you've joined the meeting, you'll see a toolbar near the top of your Teams window that contains

the controls you'll use during the event:
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The table below explains the buttons you're most likely to use.

0 Microphone (Mute / Unmute)
L

Mic Click the microphone icon to turn your sound on or off.

) Camera (Video On / Off)
camera | Click the camera icon to turn your video on or off.

Chat
[Ej Click the Chat icon on the toolbar to send messages during the meeting. Depending on
Chat how the meeting was set up, you might only be able to chat with all participants or select
someone specific.
Raise or Lower Your Hand
@’ Click the Raise hand icon to indicate you have a question or comment.
Raise Click it again to lower your hand.
React
()

. = Click the React button to send quick reactions like (& ®  to all attendees and
eact
presenters during the meeting without interrupting the speaker.

e Leave the Meeting
Leave Click the red Leave button when you want to leave the meeting.

Tips for a Successful Teams Experience

Join a few minutes early to ensure you can access the meeting and that your microphone,
speakers, or headphones are working properly.

Mute your microphone when not speaking to reduce background noise and minimize disruptions
for other participants.

Use the Chat feature to ask questions throughout the presentation.

Use the Raise Hand feature if you would like to ask a question or contribute to the discussion.
During larger webinars, participants may be muted upon entry to reduce distractions and improve
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audio quality.
¢ If you experience technical difficulties, leave the meeting and rejoin using the event link. This
often resolves common connection issues.

Page 3 of 3



	Find Your BCTRA Event Link
	How to Join a BCTRA Teams Meeting
	To join a BCTRA event via Teams
	Using Microsoft Teams
	Tips for a Successful Teams Experience

