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MICROSOFT TEAMS CART 
User Guide 

The Microsoft Teams Room carts (also called smart carts) are available in 

various campus buildings. Should you require the use of one of these carts, 

contact your department chair or dean’s office about its location and how to 

reserve it.  For the Alumni and Mack buildings, check with Technology 

Resources in AL 207. Complete the following steps to use the cart. 

 

INVITE THE CART TO A TEAMS MEETING  

Prior to class, open the Teams app and 

schedule a Teams meeting. 

1. In the Calendar tab, click New 

Meeting. 

 

 

 

 

2. Enter the class name as the title. 

3. Enter the date for the class and set as repeating if 

necessary. 

4. If you have created a team for your class add a 

channel from that team. 

5. Add the cart as a location.  

TIP: Start typing “Teams Carts” in the Add 

location field until the “Teams Carts” group 

appears in the suggestion list. Expand it to see all 

the carts and choose the cart assigned to you. 

6. Click Save. 
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SET UP THE CART IN THE CLASSROOM 

The classroom facilitator who will be operating the cart should do the following. 

1. Plug the cart’s power cord into an electrical outlet.  

NOTE: The power supply will only power the cart for about 20 minutes if left unplugged and DOES NOT 

power the TV.  

2. Plug the network cable into a network port (usually on the wall at the front of the classroom). The cart will 

not function on the wireless network. 

3. Press the power button on the front left side of the control panel base. The unit will automatically log in 

and launch the Microsoft Teams Room application. 

4. When the Teams meeting associated with your 

cart appears on the left-hand side of the control 

screen, select Join. 

TIP: If the meeting does not show up on the 

control screen, verify that the Teams meeting 

has been set up correctly and that the unit is 

connected to an active network port. It may 

take up to five minutes for the Teams cart to 

synchronize with the Teams calendar.  

5. Once the Teams meeting has ended, the cart 

will automatically disconnect. 

 

AFTER THE CLASS 

• If the cart is being used for more than one day, be sure to leave the cart connected to the network port 

and plugged in so that it can receive updates overnight.  

• When you are finished using the cart, return it to its original location if you moved it. Make sure it is 

plugged in and connected to an active network port. 

• If you borrowed a cart through Technology Resources, notify the staff at ext. 7723 or techres@bju.edu so 

that the cart can be returned to its original location. 

FOR ASSISTANCE 

• Contact IT Support at ext. 3880 for assistance with carts located in the Science Building, Fine Arts Building, 

and Edwards Conference Room. 

• For carts used in the Alumni or Mack buildings, contact Technology Resources at ext. 7723. 
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