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The University of Windsor provides Microsoft Teams as a videoconferencing platform for 
instructors, staff, and students. Additionally, instructors can set up Teams classes for the 
purpose of hosting lectures, sharing files, and other classroom activities. 

Live Captions and Live Transcription 
Microsoft Teams allows the use of live captions and live transcriptions within meetings. Live 
captions are viewable while the meeting is live, and live transcripts can be viewed even after 
meetings end. 

For more information about using live captions, see “Use Live Captions in Microsoft Teams 
Meetings”. For using live transcriptions, see “View Live Transcription in Microsoft Teams 
Meetings”. 

Immersive Reader 
Immersive Reader in Microsoft Teams allows users to change the appearance of a message text 
and have a narrator to narrate the text. To learn how to use the feature, see “Use Immersive 
Reader in Microsoft Teams”. 

Keyboard Shortcuts 
Microsoft Team can be navigated using a keyboard through the keyboard shortcuts. The 
shortcuts for different operating systems can be seen in “Keyboard Shortcuts for Microsoft 
Teams”. 

Sign Language View 
In meetings, meeting co-organizers can set up Sign Language View for designated sign language 
interpreters to remain in the center stage of the meeting view. To learn more, see “Use Sign 
Language View in Microsoft Teams”. 
 
Spotlight 
Microsoft Teams users can also highlight specific participant’s video feed to the center stage of 
the meeting view using the Spotlight feature. To learn how, see “Spotlight Someone’s Video in 
Microsoft Teams Meetings”. 
 
Screen reader Support 
Microsoft has created an overview article for people using screen reader programs in Teams on 
various operating systems. See “Screen reader Support for Microsoft Teams” for more 
information. 

Personal Settings 
Teams allow users to configure their accessibility settings, such as enabling high contrast theme 
and teletypewriter mode. This can be accessed through Teams Settings > Appearance and 
accessibility. 

https://uwindsor.ca/brightspace
https://support.microsoft.com/en-us/office/use-live-captions-in-microsoft-teams-meetings-4be2d304-f675-4b57-8347-cbd000a21260#ID0EBD=Desktop
https://support.microsoft.com/en-us/office/use-live-captions-in-microsoft-teams-meetings-4be2d304-f675-4b57-8347-cbd000a21260#ID0EBD=Desktop
https://support.microsoft.com/en-us/office/view-live-transcription-in-microsoft-teams-meetings-dc1a8f23-2e20-4684-885e-2152e06a4a8b#ID0EBD=Desktop
https://support.microsoft.com/en-us/office/view-live-transcription-in-microsoft-teams-meetings-dc1a8f23-2e20-4684-885e-2152e06a4a8b#ID0EBD=Desktop
https://support.microsoft.com/en-us/topic/use-immersive-reader-in-microsoft-teams-a700c0d0-bc53-4696-a94d-4fbc86ac7a9a
https://support.microsoft.com/en-us/topic/use-immersive-reader-in-microsoft-teams-a700c0d0-bc53-4696-a94d-4fbc86ac7a9a
https://support.microsoft.com/en-us/office/keyboard-shortcuts-for-microsoft-teams-2e8e2a70-e8d8-4a19-949b-4c36dd5292d2#PickTab=Windows
https://support.microsoft.com/en-us/office/keyboard-shortcuts-for-microsoft-teams-2e8e2a70-e8d8-4a19-949b-4c36dd5292d2#PickTab=Windows
https://support.microsoft.com/en-us/office/use-sign-language-view-in-microsoft-teams-c6c11f67-0747-4598-ac27-c90801b94434
https://support.microsoft.com/en-us/office/use-sign-language-view-in-microsoft-teams-c6c11f67-0747-4598-ac27-c90801b94434
https://support.microsoft.com/en-us/office/spotlight-someone-s-video-in-microsoft-teams-meetings-58be74a4-efac-4e89-a212-8d198182081e#ID0EDD=Desktop
https://support.microsoft.com/en-us/office/spotlight-someone-s-video-in-microsoft-teams-meetings-58be74a4-efac-4e89-a212-8d198182081e#ID0EDD=Desktop
https://support.microsoft.com/en-us/office/screen-reader-support-for-microsoft-teams-d12ee53f-d15f-445e-be8d-f0ba2c5ee68f#PickTab=Windows
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Resources for Accessibility 
Microsoft has created an article, “Make your Microsoft Teams Meetings Calls and Messages 
Accessible to People with Disabilities”. Microsoft’s Accessibility Center also provides 
information on other accessibility tools in Teams. 
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https://support.microsoft.com/en-us/office/make-your-microsoft-teams-meetings-calls-and-messages-accessible-to-people-with-disabilities-4cdfa998-df97-48f4-8bfc-04b8131870ed#PickTab=Windows
https://support.microsoft.com/en-us/office/make-your-microsoft-teams-meetings-calls-and-messages-accessible-to-people-with-disabilities-4cdfa998-df97-48f4-8bfc-04b8131870ed#PickTab=Windows
https://support.microsoft.com/en-us/office/accessibility-tools-for-microsoft-teams-2d4009e7-1300-4766-87e8-7a217496c3d5
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