
CCS Staff and MS Teams 

Access Teams 
1. Go to office.com login with your CCS account 
2. Run Teams from the web 

 
To install Teams on your computer 

1. Go to office.com login with your CCS account 
2. Click Install Office and install Teams 
3. If you run into issues, contact the CCS Help Desk at 704-260-5866. 

 
To schedule a meeting  

1. In Outlook, create your meeting and invite 
those you want to be on the Teams 
conference. You can invite external 
participants, information on how they 
connect is below. 

2. Select Teams Meeting from the toolbar.  
3. Send the invitation, it will have a link to click on for those to join. 
4. Note: Teams is still new to CCS. We are working on details to invite outside participants 

at this time. For meetings with parents, they should use their student’s account to 
communicate at this time. 

 
Join a Meeting 

Join a Microsoft Teams meeting from your calendar, via dial-in number and conference ID, or 
sign in as a guest on the web. 
 
Join a Teams meeting from the app 

1. In a Teams meeting invite, select Join. 
2. You have two choices: 
o Join Microsoft Teams Meeting: Enter a meeting from your Teams meeting invite. 
o Dial-in number and conference ID: Use these if you need to call into the meeting. 
3. Choose the audio and video settings you want. 
4. Select Join now. 

 
Join a Teams meeting on the web 

Don't have the Teams app? You can still join a Teams meeting. 

1. In your email invite, select Join Microsoft Teams Meeting. 

You can also use a dial-in number and conference ID from the email to call in. 
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2. You have two choices: 
o Download the Windows app: Download the Teams app. 
o Join on the web instead: Join a Teams meeting on the web. 
3. If you select to join via web, type in your name and select Join now. 

If you have a Teams account, select sign in to view the meeting chat and more. 

4. Choose the audio and video settings you want. 
5. Depending on meeting settings, you'll go to a lobby where attendees can admit you. 

 
Share screen 

In Microsoft Teams, you can show your desktop, a specific app, presentation, or any file while in 
a meeting. 

1. Select Share  . 
2. Select what you want to share: 
o Desktop lets you show everything on your screen. 
o Window lets you show a specific app. 
o PowerPoint lets you show a presentation. 
o Browse lets you find the file you want to show. 
3. After you select what you want to show, a red border surrounds what you're sharing. 
4. Select Stop sharing to stop showing your screen. 

Control you meeting 
The Teams toolbar will let you control your meeting 
 

1. Start/stop your video  

2. Mute/unmute your mic  

3. Share/stop sharing your screen  
4. More options  

5. Chat  

6. Participants  

7. Hang up  
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External Participants 
1. In their meeting invitation, they click the Join MS Teams 

Meeting link.  
2. In the browser, select Join on the web instead 
3. You will be asked for your name and placed in the 

lobby until the meeting organizer lets you into 
the meeting. 

 


