
 

How to Join and Participate in a Public City Council Meeting Using 
Microsoft Teams 

 
I. Joining via desktop computer: 

1. Click the Microsoft Teams link provided on the council meeting agenda, or on the 
“Participate in Council Meetings” page. 

2. Select one of the methods available to join the meeting: “Continue on this 
browser” or “Join now”. If prompted, download or open the Microsoft Teams 
desktop application. 

 
 

3. Enter your first and last name in the “Enter Name” textbox and select “Join now”. 
4. If it isn’t already, your audio will be muted upon entry, and you will be marked as 

an attendee. You will only be unmuted if you use the “Raise Hand” feature to 
speak during the designated public comment periods.  

 

II. Joining via mobile phone: 
Before joining, download the Microsoft Teams app so it is ready to launch when you 
wish to join a meeting. The app can be found on the Android Play Store or the iOS 
App Store. You do not need an account to sign into the app – it just needs to be 
installed. 
 

1. Tap on the Microsoft Teams link provided on the council meeting agenda, or on 
the “Participate in Council Meetings” page. 



2. Tap on the “Join meeting” button after the app opens. 
3. Enter your first and last name in the textbox below: “Type your name, then select 

Join meeting”. 
4. Tap the “Join Meeting” button. 
5. You may be prompted to let the app use your microphone. You will have to allow 

this to participate in public comment.  
6. If it isn’t already, your audio will be muted upon entry, and you will be marked as 

an attendee. You will only be unmuted if you use the “Raise Hand” feature to 
speak during the designated public comment periods.  

 

III. Joining via telephone (calling in via mobile or landline): 
1. Dial the phone number listed on the council meeting agenda. 
2. Enter the Conference ID or Meeting ID when prompted. 
3. Press # (pound key) to join the meeting. 
4. Remain muted until called upon to speak. 

 
 

Requesting to Speak and Participating in the Meeting 
 

I. Via desktop computer: 
1. Hover your mouse over the main video in the Teams app to show the meeting 

options. 
2. Press the “Raise hand” icon highlighted below. 

 
 

II. Via mobile Teams app: 
1. Tap the screen to show the meeting options. 
2. Tap the “…” option. 
3. Choose the “Raise hand” option.  

 

III. Via telephone: 
1. Press *5 to raise your hand. 
2. When the meeting moderator calls on you (using the last 2 digits in your phone 

number), you may be prompted to press *6 to unmute your line. 
 

IV. Participation Etiquette 
1. Please keep microphones muted when not speaking, avoiding background noise 
and distractions. 



3. Please listen for the prompt from the Mayor or other City official to “raise your 
hand” using the instructions above. 

4. Wait for your screen name or phone number to be called. The moderator will 
then unmute you and you may make your comment. Before commenting, please 
state your first and last name clearly for the record. 

5. Public comments are subject to the same meeting rules and time limits as in-
person comments. 

6. Meeting video and audio are being recorded and broadcast as part of the public 
meeting. 

 
 

For technical assistance, please contact the City Clerk’s Office prior to the 
meeting. 

 


