
Ready, Set, Teams! Tips for Maximizing Your TEAMS Experience.

Joining the meeting from your computer  
results in the best audio/video experience.

OPTIMAL VIDEO EXPERIENCE
 » Situate yourself in a well-lit area

 » Position the camera at eye level (you may need  
to elevate your laptop/camera by placing it on  
a stack of books or a small box)

 » Be aware of what’s behind you that others  
may see

PIN VIDEO
Right click within the video feed of the speaker  
you want to pin and select “Pin Video.”

This allows you to disable active speaker view
and only view a specific speaker. Pinning another 
user’s video will only affect your local view, not the 
view of other participants.

VIDEO SETTINGS
Upon entering the meeting, you’ll have an 
opportunity to adjust your Device Settings  
(click the mechanical wheel icon    ).

Once you’ve joined the meeting, you can still adjust 
your video settings by clicking the three dots icon  
(     ) on the bottom middle row of meeting icons, 
then click “Show device settings.”
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VIDEO TIPS

We recommend initially joining your Teams  
meeting with your VIDEO ON.



Engage with the group! Feel free to send 
messages to the entire Teams group and 
interact with emojis, gifs, and stickers.  
This is also a great place to ask questions!

CHAT

We recommend initially joining your Teams 
meeting ON MUTE.

For further questions please visit the Microsoft Teams Support Center. 

Toggle Mute

Toggle Video

Toggle Background Blur

Open Settings

Show Keyboard Shortcuts

Windows & MacFunction

Ctrl + Shift + M 

Ctrl + Shift + O 

Ctrl + Shift + P 

Ctrl + Comma (,)

Ctrl + Period (.)

AUDIO SETTINGS
Upon entering the meeting, you’ll have an 
opportunity to adjust your Device Settings  
(click the mechanical wheel icon    ).

Once you’ve joined the meeting, you can still adjust 
your audio settings by clicking the three dots icon  
(     ) on the bottom middle row of meeting icons, 
then click “Show device settings.”
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AUDIO TIPS

KEYBOARD SHORTCUTS

https://support.office.com/en-us/article/meetings-and-calls-d92432d5-dd0f-4d17-8f69-06096b6b48a8?ui=en-US&rs=en-US&ad=US#ID0EAABAAA=Meetings

