
Contact us: 604.733.2440, Practice Review Program Department  Page 1 

5271-PRP_MS_Teams_Tutorial v2023.1 (revised 2023-02-28) 

 
 
 
 

 
 
 
 
  
 
 

 
 

 
 
 

Microsoft Teams for  
Virtual Reviews Tutorial 

 
 
 



 

Contact us: 604.733.2440, Practice Review Program Department  Page 2 

5271-PRP_MS_Teams_Tutorial v2023.1 (revised 2023-02-28) 

Table of Contents 
 
Accessing Microsoft Teams Meeting Via:  

 

Desktop Web Browser ................................................................................................................ 3 

Settings and Functions ............................................................................................................ 5 

Exiting the Meeting ................................................................................................................. 7 

 

Apple Mobile Device ................................................................................................................... 8 

Settings and Functions .......................................................................................................... 15 

Exiting the Meeting ............................................................................................................... 19 

 

Android Mobile Device.............................................................................................................. 21 

Settings and Functions .......................................................................................................... 28 

Exiting the Meeting ............................................................................................................... 33 

 

 

  



 

Contact us: 604.733.2440, Practice Review Program Department  Page 3 

5271-PRP_MS_Teams_Tutorial v2023.1 (revised 2023-02-28) 

Desktop Web Browser 
 
 
 

1. On your desktop computer, find the Confirmation Email sent from the Practice Review 
Program. Click on the link provided in the email to join the Microsoft (MS) Teams Meeting.   

 
 
 
 
 
 
 
 
 
 
 

2. Your default web browser will appear as shown below. Select “Continue on this browser” to 
access the MS Teams. No download or installation is required. 
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3. Click “Allow” to permit the use of your camera and microphone during virtual reviews.  

 
4. Type your full name in the appropriate field and click “Join Now”.   
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5. Your assigned Compliance Officer (CO) will admit you into the meeting. Please turn on your 
camera and microphone.   

 

 

Settings and Functions  

 
6. Your assigned CO will appear on the screen. At this time, you may choose to “Enter full 

screen” to maximize your display by clicking on the ellipsis (…).    
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7. You may choose to share your screen.  
 

 
 
 

8. You may choose to type your conversation on the side.  
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Exiting the Meeting 

 
9. Click on the red button to leave the meeting.  

 

 
 

10. You may now exit out of the web browser. 
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Apple Mobile Device 
If you wish to use your Apple mobile device for your virtual Practice Review, you will need to 
download the Microsoft Teams app. 

 

1. Find the Confirmation Email sent from the Practice Review Program. Click on the link 

provided in the email to join the Microsoft Teams (MS) Meeting. If you already have the 

Microsoft Teams App downloaded onto your Apple Mobile device, skip to step 6 (page 11).  

 
 
 

 

 

 

 

2. Your default Safari web browser will appear with the image shown below. Click on “Okay”.   
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3. Select “Get Teams” to download the App onto your Apple Mobile Device. 
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4. The App Store page will appear. Click “Get” to start the download. 
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Return to the Confirmation Email and click on the link provided in the email to join the MS 
Meeting.   
 

 
 
5. Click “Join as a guest”.   
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6. Type your full name in the appropriate field and click “Join meeting”.  
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7. Click “Okay” to allow access to Microphone.  
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8. Your assigned Compliance Office (CO) will admit you into the meeting. Please turn on your 

camera and microphone.   
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Settings and Functions 

 

9. If the following screen appears, click “Okay” to allow access to the Camera.  
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10. Your assigned CO will appear on the screen. You may choose to type your conversation on 

the side by clicking the top right button.   
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11. You may choose to share your screen by clicking on the ellipsis (…) then “Share”.   
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12. You may choose to share your screen, a photo, or a video by selecting from the following 

options. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

13. Additional permission may be granted prior to sharing. Click “Okay” to allow access to the 

Photos.  
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14. If permissions were not granted in the beginning of the meeting, go to your device “Settings” 

to ensure all access has been turned on.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Exiting the Meeting 

 
15. Click on the red button to leave the meeting. 
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16. Click “Exit” and you may now exit out of the App. 
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Android Mobile Device 
If you wish to use your Android mobile device for your virtual Practice Review, you will need to 
download the Microsoft Teams app. 

 

1. Find the Confirmation Email sent from the Practice Review Program. Click on the link 

provided in the email to join the Microsoft (MS) Teams Meeting. If you already have the MS 

Teams App downloaded onto your Android Mobile device, skip to step 5 (page 24). 

 
2. Select “Get Teams” to download the App onto your Android Mobile Device.    
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3. The Google Play page will appear. Click “Install” to start the download. 
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4. You may return to the Confirmation Email and click on the link provided in the email to join 

the MS Teams Meeting. Alternatively, click “Open” in Google Play right after the App has 

been installed onto the Android device.  
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5. Click “Join meeting”.   
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6. Type your full name in the appropriate field and click “Join meeting”.  
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7. Click “Allow” to permit access to using audio on your device.   

 
 
  



 

Contact us: 604.733.2440, Practice Review Program Department  Page 27 

5271-PRP_MS_Teams_Tutorial v2023.1 (revised 2023-02-28) 

8. Your assigned Compliance Office (CO) will admit you into the meeting. Please turn on your 

microphone.  

 
 
 
   



 

Contact us: 604.733.2440, Practice Review Program Department  Page 28 

5271-PRP_MS_Teams_Tutorial v2023.1 (revised 2023-02-28) 

Settings and Functions  

 

9. If the following screen appears, click “Allow” to permit access to use camera.  
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10. Your assigned CO will appear on the screen. You may choose to type your conversation on 

the side by clicking the top right button. Your device may require you to toggle between 

notification banner or chat details to type and submit your message.  
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11. You may choose to share your screen by clicking on the ellipsis (…) then “Share”.  
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12. You may choose to share your screen, a photo, or a video by selecting from the following 

options. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 

13. Additional permission may be granted prior to sharing. Click “Start Now” to allow access to 

your screen.  
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14. If permissions were not granted in the beginning of the meeting, go to your device “Settings” 

to ensure all access have been turned on.  
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Exiting the Meeting 

 

15. Click on the red button to leave the meeting. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

16. Click “Exit” and you may now exit out of the App. 

 
 


