
How to join a Microsoft Teams Meeting By Phone: 
 

HOW TO CONNECT 

• We will be using Microsoft Teams for our meetings.   

• You will need a landline phone or cell phone to call into the meeting, but you will not need a camera. 
If you have a headset or earbuds with a microphone, those will give you better sound quality than 
your device speaker and microphone (make sure you have that equipment chosen rather than your 
computer audio in the audio options). 

• If you receive an agenda for the meeting it has a phone number and conference ID listed at the top 
to be able to join the meeting by phone. If you did not receive an agenda, the city meeting agendas 
can be found on the City Website under Boards and Commissions.  Being you are joining the 
meeting by phone you will not be able to see the meeting presentation being show in the Council 
Chambers.  You can review the meeting item packets on the Boards and Commission link noted 
above. 

 
STEPS TO JOIN THE MEETING: 

1. Locate the Meeting Invitation 
Open the Teams meeting from: 

• City of West Des Moines Website - https://www.wdm.iowa.gov/residents/get-
involved/boards-commissions  

• As posted on the meeting agenda  

The invitation should contain: 
• Phone number  
• Conference ID  
• Optional passcode  
• Local or toll-free numbers  

Example: 
• Dial-in number: (555) 123-4567  
• Conference ID: 987 654 321#  

 
2. Dial the Meeting Number 

Using your mobile phone or landline: 
1. Dial the phone number listed in the invitation.  
2. Wait for the automated system to answer.  

 
3. Enter the Conference ID 

When prompted: 
1. Enter the Conference ID using your phone keypad.  
2. Press the pound/hash key (#).  

Example: 
987654321# 
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4. Join the Meeting 

After verification: 
• You will be connected to the meeting audio.  
• Wait for the organizer to admit you if the meeting lobby is enabled.  

 
During the Meeting: Mute and Unmute 
Use either: 

• Your phone mute button  
• Teams keypad command   *6  

 
Recommended: 

• Stay muted when not speaking. 
 

 
 
COMMON KEYPAD COMMANDS 
Action Command 
Mute/Unmute *6 
Raise Hand *5 

 
 
TROUBLESHOOTING 

1. Unable to Join 
Verify: 
• Correct phone number  
• Correct Conference ID  
• Strong phone signal  

 
2. Poor Audio Quality 

Try: 
• Moving to a stronger signal area  
• Using a different phone  
• Disconnecting and reconnecting  

 
3. Organizer Has Not Started Meeting 

You may hear: “The organizer has not joined the meeting yet.” 
Remain on the line or contact the organizer. 

 
4. Security and Best Practices 

• Join from a quiet location when possible.  
• Use headphones for better audio quality.  
• Avoid placing the call on hold, as hold music may play into the meeting. 

 


