
Mastering Collaboration: A Guide on How to Share
Your Screen on Microsoft Teams

Microsoft Teams has become an integral tool for virtual collaboration, enabling
teams to work seamlessly from various locations. One of its powerful features is
screen sharing, which facilitates effective communication and collaboration during
meetings. In this guide, we'll walk you through how to share screen on teams.

Step-by-Step Guide:

Join or Start a Meeting:
 Begin by joining an existing Teams meeting or initiating a new one. Once

you're in the meeting, look for the toolbar at the bottom of the screen.

Locate the Share Screen Button:
 In the meeting toolbar, identify the "Share" button. It is usually represented by

an icon that resembles a square with an arrow pointing upwards. Click on this
button to initiate the screen-sharing options.

Select Your Screen or Application:
 After clicking "Share," a pop-up window will appear, presenting you with

various screen-sharing options. You can choose to share your entire screen or
specific applications. Select the screen or application you want to share.

Adjust Sharing Settings (Optional):
 Teams also allows you to fine-tune your sharing settings. You can choose to

include computer audio when sharing, enabling participants to hear sounds
from your device. This can be useful for sharing videos or audio
presentations.

Share Control (Optional):
 If collaboration involves joint control, Teams allows you to share control of

your screen. This feature enables others to navigate and interact with your
shared content. You can grant control to specific participants as needed.

Initiate Screen Sharing:
 Once you've made your selections, click the "Share" button. Your screen or

application will now be visible to all meeting participants. A notification at the
top of the screen will remind you that your screen is being shared.
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End Screen Sharing:
 To stop sharing your screen, locate the toolbar at the top of the screen and

click on the "Stop Sharing" button. Alternatively, you can go back to the Teams
meeting window and click "Stop Presenting."

Annotation Tools (Optional):
 Microsoft Teams provides built-in annotation tools during screen sharing.

Participants can use these tools to draw, highlight, or emphasize specific
elements on the shared screen for enhanced collaboration.

Troubleshooting Tips:
 If you encounter any issues during screen sharing, Teams offers a

troubleshooting option. This can help diagnose problems related to audio,
video, or screen sharing connectivity.

Conclusion:

Mastering the art of screen sharing on Microsoft Teams is an essential skill for
effective virtual collaboration. By following these simple steps, you can seamlessly
share your screen, fostering clear communication and enhancing collaborative
efforts during your Teams meetings.


