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Microsoft Teams Guide for Foster Parents 
Attending Online Trainings 

updated July 29, 2025 

Getting Started with Microsoft Teams 

Downloading Microsoft Teams 

• Desktop App – Go to Microsoft Teams Download1 and download the
appropriate version for your device (Windows, Mac).

1 https://www.microsoft.com/en-us/microsoft-teams/download-app 

• Mobile App – Download via the App Store (iOS) or Google Play Store (Android).
• Web Version – You can also use Teams through a web browser by going to

https://teams.microsoft.com.

Joining an Online Training Session 
To join the training, simply click or select the Microsoft Teams link that was emailed to you by 
the training facilitator. This link will automatically open the meeting in your web browser or the 
Teams app (if installed). You do not need a username or password—just select the link and 
follow the prompts to join. 

Via Email Invitation (Link): 

• Open the Invitation – You will receive an email with a meeting link.
• Select or Click on the Link – This will open the meeting in the Microsoft Teams App or in

your browser.

Joining with an ID 

If you are unable to login with the link provided, you 
may join the live delivery by entering the meeting ID. 

Refer to the example meeting ID and passcode 
below, as well as the image of the meeting dialogue 
box to the right: 

Meeting ID: 005 003 005 009 2 
Passcode: CB0H00N0 

https://www.microsoft.com/en-us/microsoft-teams/download-app
https://teams.microsoft.com/
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Navigating the Teams Interface 

Main Areas in Teams 

• Chat – One-on-one or group messages with facilitators or attendees (classmates). 
• Teams – View training channels, teams, or groups you’re a part of. 
• Calendar – View scheduled trainings and meetings.  

Note: Open links will not save to your Teams calendar. 

Basic Controls during a Meeting 

Video and Audio 

 

• Mute/Unmute – Use the Mic icon to mute or unmute your microphone. 
• Turn Video On/Off – Use the Camera icon to start or stop your video. 
• Audio Connection – Be sure the proper speaker and microphone for your device are 

selected to ensure you are able to hear the presentation properly. 

 

 

Chat 
During the meeting, click or select the Chat icon to send messages to everyone or 
directly to individuals. This can be useful for asking questions without interrupting the 
speaker.  
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Raise Hand 
Use the Raise Hand tool to notify the facilitator that you have a question or would like 
to speak.  

View Options 
Select the View icon to change your screen view to Gallery (all participants) or to focus on the 
Speaker. 

 

 

If you are unable to access any of the controls discussed above, select the option 
labeled More (represented by “ . . . “) to see additional controls. 

 

Accessing Training Materials 

If the facilitator shares a document during the session, you can open it by using the View button 
on the notification. 

Chat and Communication 

• Meeting Chat – When communicating and chatting, selecting the chat icon will open the 
message window, allowing you to send messages to the group as well as read messages 
from others. 

• Mobile Chat – When selecting the chat option on a mobile device, your screen will 
transition to displaying a chat box. This does not disconnect you from the meeting. 

Troubleshooting Common Issues 

Audio and Video Issues 

• Check Device Settings – Ensure your device’s microphone and camera are working and 
not muted. 

• Rejoin the Meeting – If you experience connectivity issues, leave the session and rejoin. 
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• What to do if exiting and re-entering does not work – If possible, try joining the 
meeting using a different method than the one you previously used. For example, if you 
attempted to join on a computer, try downloading the Teams app on your phone and 
joining through that instead. 

Connection Issues 

• Check Internet Connection – A weak wi-fi connection my affect your experience. 
• Use Web Version – If the app does not work, try using the Teams web version in your 

browser. 

After the Training 

Access Training Recordings 

Meeting Recordings – If the facilitator recorded the session, it will typically be available in the 
meeting’s Chat or Files section. Participants with access to the chat will receive a notification 
when the recording has been uploaded. This option is typically available only to users who 
belong to the organization hosting the event (for example, employees). 

Mobile App Navigation 
If you are joining from a mobile device, using the More 
button (represented by “ . . . “) will open the menu to 
Chat, view the list of People in attendance, and View 
content in a different format.  

You can also use this screen to turn on Live captions 
and send chat reactions. 
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Additional Tips 
Keep your Teams app updated to avoid compatibility issues. An outdated Teams app could 
contribute to not being able to view content when joining a training. 

Set Notifications in your Teams app so you are notified when there are new messages are 
updates.  

Use the Help feature (represented by “ ? “) to get tips or search for specific assistance in Teams. 

Video Resources 

Visit the links below or scan the QR code next to each item to watch these recommended videos. 

Microsoft Teams Tutorial in 10 min  

This video includes time stamp navigation in the video summary to skip to 
sections covering specific subjects about Teams. 

https://www.youtube.com/watch?v=VDDPoYOQYfM 

 

How to Clear Microsoft Teams Cache on Windows 10/11  

View this video to learn how to clear the cache (storage) for your Teams app on a 
desktop device.  

https://www.youtube.com/watch?v=ZxooUMMdvr0 

 

How to Use Microsoft Teams in Mobile  

Learn how to use the mobile app more fluently (begin the video at 1:40 if the app 
is already installed on your device).  

https://www.youtube.com/watch?v=F4rWS93-Wbs 

 

https://www.youtube.com/watch?v=VDDPoYOQYfM
https://www.youtube.com/watch?v=ZxooUMMdvr0
https://www.youtube.com/watch?v=F4rWS93-Wbs

	Microsoft Teams Guide for Foster Parents Attending Online Trainings
	Getting Started with Microsoft Teams
	Downloading Microsoft Teams

	Joining an Online Training Session
	Via Email Invitation (Link):
	Joining with an ID

	Navigating the Teams Interface
	Main Areas in Teams
	Basic Controls during a Meeting
	Video and Audio
	Chat
	Raise Hand
	View Options

	Accessing Training Materials
	Chat and Communication

	Troubleshooting Common Issues
	Audio and Video Issues
	Connection Issues

	After the Training
	Access Training Recordings

	Mobile App Navigation
	Additional Tips
	Video Resources





