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PRP®
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.

Download the Windows app
‘ se the desktop app for the best exper

How do you want to join
your Teams meeting?

Continue on this browser
No download or installation required.

* Open your Teams app

Already have it? Go right to your meeting.
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teams.microsoft.com wants to

! Use your microphone

B Use your camera

Select Allow to let Microsoft Teams use your mic and
camera for calls and meetings on this browser.

When you do, we'll turn your devices on for a moment to set them up.

4. Type your full name in the appropriate field and click “Join Now”.

Choose your audio and video settings for

Meeting now

O
S

Registrant Name| Join now

e -
ol Devices

Phone audio
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5. Your assigned Compliance Officer (CO) will admit you into the meeting. Please turn on your
camera and microphone.

When the meeting starts, we'll let people know you're waiting.

If you're the organizer or the invite came from your work or school, please

@80 0 @D ) pevies

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 (...).

/33 Show device settings

Show meeting details

O Enter full screen

i Keypad

(A Turn off incoming video

- & 8 B~
¥
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7. You may choose to share your screen.

Open share tray

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

Meeting chat

[ Registrant Name (Guest) joined the

mee

Hide conversation

00
<O
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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.

Microsoft Teams

Meetings are just one tool in our belt.

Learn about Teams Sign in
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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”.

aA & teams.microsoft.com &

Safari cannot open the page because
the address is invalid.
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3. Select “Get Teams” to download the App onto your Apple Mobile Device.

AA & teams.microsoft.com (&

Join your meeting on
Microsoft Teams

First you'll need to download the app.

Already have the app?

Join meeting

< b mMm O
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4. The App Store page will appear. Click “Get” to start the download.

{ Today

Microsoft Teams
. Hub for teamwork

s
@ ¥4 = & Q

Today Games Apps Arcade Search
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Return to the Confirmation Email and click on the link provided in the email to join the MS
Meeting.

ere to join Microsoft Teams Mee

ut Teams | Meeting options

5. Click “Join as a guest”.

Microsoft Teams

Meeting time!
How would you like to join?

Join as a guest

Sign in and join

Contact us: 604.733.2440, Practice Review Program Department Page 11

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



o
7Y
©
®

6. Type your full name in the appropriate field and click “Join meeting”.

Type your name, then select
Join meeting.

Registrant Name|

Join meeting
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7. Click “Okay” to allow access to Microphone.

“Teams"” Would Like to
Access the Microphone
This will let you make calls and record

voice messages.

Don't Allow
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8. Your assigned Compliance Office (CO) will admit you into the meeting. Please turn on your
camera and microphone.

Meeting

RN

Hello Registrant Name,

Someone in the meeting should let you
in soon.
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Settings and Functions

9. If the following screen appears, click “Okay” to allow access to the Camera.

“"Teams” Would Like to
Access the Camera

Please allow Microsoft Teams to
access your camera to add photos to

your messages, and to share video in
your calls and meetings.

Don't Allow
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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.

00:49

[¥] Registrant Name has joined the conversation.

Type a message

M Ay Q
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11. You may choose to share your screen by clicking on the ellipsis (...) then “Share”.

00 Put me on hold

:i:  Dialpad

787 Start video with blur

LZ] Turn off incoming video

Contact us: 604.733.2440, Practice Review Program Department Page 17

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



o
®

RP

12. You may choose to share your screen, a photo, or a video by selecting from the following
options.

(J4 Share video

Share scree

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

“Teams” Would Like to
Access Your Photos

Please allow Microsoft Teams to
access your photo library in order to
add photos to your messages.

Don't Allow

Ee] Photo (4 Video

Contact us: 604.733.2440, Practice Review Program Department

Page 18

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



A",

RP&

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.

{ Settings Teams

ALLOW TEAMS TO ACCESS
& Photos

Teams needs permission EE R

Teams is not allowed to use your
camera. You can change this in l Camera
settings later. If you change it now,
your call would be dropped. Siri & Search

Background App Refresh
Cancel
Cellular Data ()

When in Low Power Mode, background app refresh is

PREFERRED LANGUAGE
Language English

TEAMS SETTINGS

RESET

Clear app data

ar local data in the Teams app and r
he next time vou quit and re

from the

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.

How would you rate the
quality of this call?

Exit Meeting

Once you exit this meeting, you will not
have access to the chat history

Cancel

Learn about Teams

How would you rate the
quality of this call?

A g S A R

Learn about Teams
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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).

ere to join Microsoft Teams Me
ut Teams | Meeting options

2. Select “Get Teams” to download the App onto your Android Mobile Device.

-« @ Join conversation
teams.microsoft.com

Join your meeting on
Microsoft Teams

First you'll need to download the app.

Already have the app?

Join meeting
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3. The Google Play page will appear. Click “Install” to start the download.

¢<  Google Play Q

Microsoft Corporation

i, Microsoft Teams
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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.

¢«  Google Play Q i

i. Microsoft Teams

Microsoft Corporation

Uninstall
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5. Click “Join meeting”.

Microsoft Teams

Meeting time!
How would you like to join?

Sign in and join
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6. Type your full name in the appropriate field and click “Join meeting”.

Microsoft Teams

Type your name, then select Join meeting

Registrant Name}
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7. Click “Allow” to permit access to using audio on your device.

#, Allow Teams to
Record audio?
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8. Your assigned Compliance Office (CO) will admit you into the meeting. Please turn on your
microphone.
Meeting
000
When the meeting starts, we'll let people
know you're waiting in the lobby.
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Settings and Functions

9. If the following screen appears, click “Allow” to permit access to use camera.

[2) Allow Teams to take pictures and record

video?
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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.

Registrant Name has joined the conversation

Type a message
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11. You may choose to share your screen by clicking on the ellipsis (...) then “Share”.

(0 Put me on hold

I:Zﬁ Turn off incoming video

Dialpad
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12. You may choose to share your screen, a photo, or a video by selecting from the following
options.

*Q)” Share phote

(04 Share video

Share screeqp

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

Teams will start capturing everything that's displayed on
your screen.

Don't show again
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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.

< APP INFO

* Teams

UNINSTALL FORCE STOP

USAGE

Battery
Storage
Memory

APP SETTINGS

Motifications

Allowed

Permissions
Camera, Microphone, and Storage

Set as default

Mone set as default

ADVANCED

Apps that can appear on top
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.

Exit Meeting

Once you exit this meeting, you will not
have access to the chat history
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