
Guide to using TeamViewer 

Guide to using TeamViewer, a tool which allows you to host meetings, join meetings, video and audio call, 

and share and control screens. 

 

How to create an account 

1. Go to this link on the TeamViewer website 

2. Enter your Healy Consultants email address 

3. Set your password 

4. Click on “I’m not a robot” 

5. Click on “Sign up" 

 

6. Once the registration is complete, click on “Continue” 

 

 
 

https://login.teamviewer.com/LogOn#register


7. Go to your Outlook. In the subscription confirmation email you receive, click the link to activate your 

account: 

 

 

8. Your account is now registered! 

  



How to install TeamViewer 

1. Go to this page on the TeamViewer website 

2. Scroll down until you see the below 

 
3. Click “Download TeamViewer” 

4. Wait for the file to complete download 

 
5. Run the .exe file and complete setup using the default settings as shown in the image below 

 

https://www.teamviewer.com/en/download/windows/


How to sign into TeamViewer on desktop 

1. On your desktop, go to start 

2. Search for TeamViewer and open the application 

3. Click the sign in button 

 

4. Fill in your account details and select “Keep me signed in” and then click the “Sign in” button 

 

 



How to schedule a meeting 

1. Click on the Meeting tab in TeamViewer 

 

2. Click “Schedule a meeting” 

 

 



3. Assign a name to the meeting, e.g. “CRO Meeting”, fill in the date and time details including the time 

zone, set a password if needed and click “Save” 

 

4. When you click “Save”, a window with this new meeting and all past meetings will appear. If it asks you 

to open in an app, choose Outlook.  

 

 



5. And your Outlook should open allowing you to create a calendar event and send it to others. Users will 

have the option to either copy paste the meeting ID to their TeamViewer if they already have a 

TeamViewer account or to click a link to install a program and immediately join your meeting: 

 

Note, if you forget to invite someone, you can go to “My Meetings” and send an invite to someone new with 

the same details: 

 



How to start a meeting you scheduled 

1. In TeamViewer, click on “My Meetings” 

 

2. Select the meeting from the list and click “Start” 

 

 

  



3. A window will pop up where you can track: 

a. Which users have joined your meeting 

b. You can mute your microphone/unmute 

c. You can change volume of your speakers 

d. You can choose whether to share your screen 

 

 

a 

b 

c 

d 



By clicking “My video” you can also opt to show your camera. Click on the small video camera icon on the 

top left 

 

 

Enable 

video 



How to join a meeting you are invited to 

Disclaimer: you will only successfully join the meeting after the meeting organiser has started it 

1. You can either enter the meeting ID from an invitation you receive in TeamViewer’s meeting tab: 

 

2. Or you can click the link in the invitation and click download on the website (if prompted) and run the 

program. You will automatically join the meeting. 

 



How to share your screen 

1. In the screen sharing menu, you have the option to either present your screen or share a specific window, 

e.g. Internet Explorer. This can be controlled by clicking this button: 

 

 



2. You can also pause/stop screen sharing by clicking the pause/stop button on top on the window 

 

 



How to allow others to control your screen 

1. To allow another user to control the screen you are sharing, click the arrow next to their name 

 

2. Select “Allow control” from the dropdown options 

 

3. The user can now click buttons/change settings on your screen (or on the window you specified) 

 



How to change the organiser 

1. To assign a different organiser, click on the arrow and select “Assign as organiser” 

 

2. They will be notified and will need to accept the request 

 

How to change the presenter 

1. To request another user to share their screen, click the arrow and select “Assign as presenter” 

 

2. They will be notified and will need to accept the request 

 



How to leave a meeting 

1. Click on the “X” button on the top right of the TeamViewer window 

 

 

2. Select “Leave meeting” if you are leaving an ongoing meeting 

 

 



How to end a meeting as an organiser 

1. Click on the “X” button on the top right of the TeamViewer window 

 

2. Select “End meeting” if you are leaving an ongoing meeting for which you are an organiser 

 

 

 


