HE CITY OF

SAN MARCOS

Purchasing and Contracting
Purchasing Video Conference Instructions

The purpose of these instructions is for video conferencing for City of San Marcos bid openings.
Bid openings are scheduled for 2:00, local time. The deadline for requests is 30 minutes before

the meeting start time.

1. Go to the City of San Marcos’s website to submit a Purchasing Video Conference
Request at the following link at least 30 minutes before bid opening:
http://www.sanmarcostx.gov/FormCenter/Purchasing-forms-22/Purchasing-Video-
Conference-Request-Form-104
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By signing in or creating an account, some fields will auto-populate with your information and your submitted forms will be

saved and accessible to you.

Sign in to Save Progress

Purchasing Video Conference Request Form

Name Email Address
Company
Phone Number Solicitation Name and Number

Receive an email copy of this form.

Email address

This field is not part of the form submission.

Sulbmit



Add your Name, Email Address, Company Name, Phone Number, and Solicitation Name
and Number.
Purchasing will add you to the meeting invite and you’ll receive an email.

Download the Microsoft Teams app to your device from your App Store.

Purchasing will send an Email Invitation Email to the video conference. Click on the link
in the email to join the meeting.
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Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

Reply to All




6. It will take you to the Teams App, and click on “Sign up for free”.

10:50 v

< App Store

)
1

Microsoft Teams

Welcome to Microsoft Teams!
A happier place for teams to
work together.

[[ Sign up for free ]l

7. Type in your email and click Next.
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Microsoft Teams

B® Microsoft
Enter an email

We'll use this email to set up Teams. If you already
have a Microsoft account, feel free to use that email
here.

Email

@iclould.com




8. Choose for work and click next.
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Microsoft Teams

B® Microsoft
How do you want to use Teams?
O For school

To connect students and faculty for courses and
projects, in a classroom or online

O For work
To work with teammates wherever they are

@ For friends and family
For everyday life, to make audio or video calls




Click Create account.
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Create account

Looks like you're new here. We'll create a new
account with @iclould.com.

Create account




10. Create a password.
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< @iclould.com

Create a password

Enter the password you would like to use with your
account.

O Show password

Done
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11. You will be sent a verification code by email.



12. Type in the code and click next.
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Verify email

Enter the code we sent to rosalesp83@icloud.com. If
you didn't get the email, check your junk folder or try
again.

5977

| would like information, tips, and offers about
Microsoft products and services.

Choosing Next means that you agree to the Microsoft Services
Agreement and privacy and cookies statement.

Done
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13. Click Yes.
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rosalesp83@icloud.com

Stay signed in?

Stay signed in so you don't have to sign in again next
time.

Don't show this again

No Yes

Terms of use  Privacy & cookies
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14. Fill out your information and click Set up Teams.
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Microsoft Teams
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The last few details

First name Last name

Company name

Country or region
United States

Important note: As admin, you'll be responsible for the personal
data of people in your Teams org. as well as for data
management requests they submit to you. Learn more.

By clicking Set up Teams, you agree to our terms and conditions

Privacy & cookies Terms of use Trademar!
© 2020 Microsoft Feedback
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15. It will create the account.
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Creating your account...

Setting up Teams.,
Leave your browser open while
we're daing this.

Tradamar
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16. Once in the meetings, you will be able to enable your mic and video if you choose.

17. Once done with the meeting, don’t forget to hang up. '



