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Microsoft Teams 
Meeting Access Guide 
 

The Denver Human Services (DHS) Mill Levy Program intends to use the Microsoft Teams platform to host virtual or 
remote meetings when necessary. This quick guide is meant to help you access the meeting via different technologies 
and to ease participation. This is a collaborative tool, and we ask participants to use the mute button throughout the 
meeting. The last page outlines options for public comment. 

Additional instructions will be provided by DHS staff or the Mill Levy Advisory co-chairperson(s) during the meeting. 

Join by computer or laptop 

1. Click the link found on the Mill Levy Advisory 
Council page (http://bit.ly/mill-levy-advisory-
council) and locate the appropriate meeting 
date under Upcoming Meeting. If you 
received the meeting link in a calendar invite, 
you are also able to get to the meeting by 
selecting the link labeled “Join Microsoft 
Teams Meeting.” (see example to the right) 
 

2. If you have a Microsoft Teams account, you will be redirected to a page with options to join the meeting. 
 

3. If you do not have an account, a screen will appear in your Internet browser asking you how you want to join. 
To join the meeting as a guest, select “Join on the web instead.” This will take you to a guest login where you will 
enter your name and click the purple “Join now” button. This will take you to the meeting.  

 
 

4. You can turn your camera on or off. Please press mute on your computer until the meeting begins.  

 

http://bit.ly/mill-levy-advisory-council
http://bit.ly/mill-levy-advisory-council
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Join by smartphone or tablet 

1. Click the link found on the Mill Levy Advisory Council page 
(http://bit.ly/mill-levy-advisory-council) and locate the 
appropriate meeting date under Upcoming Meeting. If you 
received the meeting link in a calendar invite, you are also able 
to get to the meeting by selecting the link labeled “Join 
Microsoft Teams Meeting.” (see calendar example to the right) 
 

2. If you do not have the Microsoft Teams app on your 
smartphone or tablet, you will be prompted to download the 
Microsoft Teams app from an app store. This app is free to 
download and does not require a login to use. 
  

3. Once the download of the application is complete, go back to the meeting invitation link and select it again. This 
will take you into the app to the Mill Levy Advisory Council meeting. Select “Join as a guest.” 

  
  

 

http://bit.ly/mill-levy-advisory-council
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4. Clicking OK will take you to the meeting, and you will see 
other meeting attendees that have joined. If you tap the 
screen, a control panel should pop up. This allows you to 
manage your camera and your audio. Please press mute 
on your device until the meeting begins.  

*Persons joining by smartphone or tablet may have difficulty viewing content shared during the meeting. If you cannot 
see the content, you can tap your screen to resume video views of others on the call. You can follow along with content 
that is posted on the DHS Mill Levy Advisory Council page under Upcoming Meetings (look for the current meeting date). 

Join by conference call 

1. Call the phone number included on the agenda or in your meeting invitation. 
2. Enter the conference ID next to the phone number, followed by the pound or 

hashtag sign (#). 
3. You will hear confirmation on the line that you have joined the meeting. Upon 

entering the conference line, please mute the line until the meeting begins. 
4. While you will not be able to view shared content in the meeting when you join 

by calling in, you can follow along with content that is posted on the DHS Mill 
Levy Advisory Council page under Upcoming Meetings (look for the current 
meeting date). 

Join by relay assistance 

Guests may contact Relay Colorado to access a free public service that enables people with hearing or speech loss who 
use a teletypewriter (TTY) or other assistive device to communicate with others by telephone. If you plan to use Relay 
Colorado we recommend you contact them in advance to learn about the supports available for a public meeting. 
To learn more about internet-based relay services, click here. Call 711 or contact Sprint.TRSCustServ@sprint.com.  

If you opt to use relay assistance, you may wish to also access the meeting by computer with the sound on mute so you 
can see Council members or DHS staff using video or to follow along with shared content.  

Public comment 

We accept written comments via mladvisorycouncil@denvergov.org with the subject: “Comment for Council members.” 

You may sign up to comment at a virtual meeting by emailing Ginger Vigil at ginger.vigil@denvergov.org with your 
name, your affiliation, whether you are a Denver resident, and the topic of your comment. The Mill Levy Advisory 
Council will call on commenters in the order received until the end of the comment period. 

Commenters will be called upon by a co-chairperson or DHS staff to unmute so they may proceed with their comment. 
Standard meeting protocols apply during a virtual meeting, including public comment practices.  

 

Questions 

Instructions could vary based on the device used to attend the meeting. If you have questions in preparation for a Mill 
Levy Advisory Council virtual meeting, please contact Crystal Porter at crystal.porter@denvergov.org or 720-944-2909. 
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