
 

 

How do I access my MS Teams session? 
 
 

 
Important information 

 
DO NOT connect to your training via a VPN connection.  
 
 
• Click here to access your Sage University transcript. 

 
• On the Log in page, enter your login credentials (your registered Sage U email address and password) 

and click on Log in.  
 

• Your transcript will be displayed. 
 
• Click on Launch next to the training session as shown below. 
 

 
 
• The training session will start to load. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://sageu.csod.com/samldefault.aspx?ouid=4&returnurl=https://sageu.csod.com/LMS/UserTranscript/MainView.aspx?Reset=TRUE


• On the notice that displays, click on the link to open the training session. 
 

 
 

• Click on the option Continue on this browser as shown below. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



• The Microsoft Teams meeting will start to load. 
 

 
 
• Click Allow on the notification regarding the use of your camera and microphone as shown below. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



• On the screen that displays next, please enter your name and surname and click on Join now. 
 

 
 
• You will be connected to your session. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



• You will be waiting in the lobby and the facilitator will grant you access into the session. 
 

 
 
• Once granted access, you will be in your Microsoft Teams training session. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



How do I raise my hand during the session? 
 
• To raise your hand, click on the Raise hand button as shown below. 
 

 
 
 

How do I lower my hand during the session? 
 
• To lower your hand, click on the now highlighted Raise hand button as shown below. 
 

 
 
 

How do I access the text chat during the session? 
 
• To open the session text chat, click on the Chat button as shown below. 
 

 
 
• The chat panel will open on the right-hand side of the screen. 
 

 
 
• Type your message and click on the Send button as shown below. Alternatively, you can press Enter on 

your keyboard to send your message. 
 

 
 
 
 
 
 



Questions 
 

Email: SageUniversityTraining@sage.co.za  
 

View our FAQs 
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