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Purpose
• Feel comfortable with 

Microsoft Teams!
▫ We want you to feel 

comfortable joining the 
City of Terrace Mayor, 
Council, and staff during 
Council Meetings.



Your starting point
• terrace.ca/participate
▫ Detailed instructions on connecting to Teams
▫ Links to further reading
▫ Teams links for all upcoming meetings



Step 1: Join a meeting (success!)
• The instructions at 

terrace.ca/participate 
explain this in detail



Step 2: Enter your name + choose settings
• Recommended:

1. Enter your full name
2. Camera can be on or 

off (your preference)
3. Turn your microphone 

off
4. Join now
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Step 3: Hang out in the “waiting room”
• We’ll be right with you!



Step 4: Take part!
• Chat
• Raise Hand
• Mute/Unmute

The layout may be different on your device, but you’re looking for 
these 3 icons:



What you need to know
• Chat

Microsoft Teams App:

Through your browser (move mouse over video window to see this menu):

iPhone (should be similar on Android phones):
Tap the screen + look to the top right:



What you need to know
• Raise hand

Microsoft Teams App:

Through your browser:

iPhone:



What you need to know
• Mute/unmute

Microsoft Teams App:

Through your browser:

iPhone:



Thank you!
terrace.ca/participate
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