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Microsoft Teams
Meeting 101

* Today’s Focus: Meetings ‘
* Overview

* Demo
c Q&A




Teams Meetings

Meeting
Tools

Video and Audio
Chat

Participants
Sharing your Screen
Device and view

settings

Using
Meet Now

Practice Tools
Record Content
Call others to the

meeting

Scheduling a
Meeting

Send aninvite to 1
or more emails
Send an invite to an

entire Team

Meeting
Settings

Set up during or
prior to a meeting
Virtual lobby
Presenter and

attendee settings




Communicate Through Meetings

Stay connected with a complete
meeting solution supporting sharing,
video and audio conferencing

Engage in all types of meetings -
spontaneous, scheduled, external
and large 1:manys

Get work done faster by having
context and content at your
fingertips

Stay in the know with meeting
recordings with transcriptionand
translation, indexed for searching

Join from a range of platforms and
devices- incl. desktop, browser,
mobile, and meetingroom devices
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Stay connected, with consistent experience across devices

Desktop Mobile Web

e Edge

@ Chrome

’
& osx1011+ iPhone Android



Calendar

(3] Today < > September 2020 -

07 08

Monday Tuesc

11 AM

{

6\\
,/f,

£33 PC Mic and Sp...

Other join options

cJx Audio off &, Phone audio (=] Add aroom

DEMO Meeting

Kristi Collins

G4 Meet now <+ New meeting

E) Work week

Calendar

My calendar Q

DEMO Meeting

September 9, 11:30 AM - 1:00 PM

E] Chat with participants

JULY 1 TODAY

Meeting Settings
10:30 am - 11:00 am

o Kristi Collins
=

JULY 2 TOMORROW

Element Education Meeting with

Microsoft
1:00 pm - 2:00 pm

o T 5

Activity

Calendar




Meeting Tools - App

go3 Device settings

[E) Show meeting notes

(D Meeting details

H callery v

&% |eave W

R, Call me

7 Apply background effects ?

Turn on live captions

@ Start recording _

Leave

End meeting

i Keypad

(4 Turn off incoming video

Show Show Open More Video and Leave
Participants Conversation Actions Audio On/Off End Meeting




Meeting Tools - Browser

£03 Show device settings
E Show meeting notes
() Show meeting details

I Enter full screen

do
)

w0 K B e &

i1 Keypad
(© Start recording
> End meeting

(44 Turn off incoming video

Videoand Share Open More Raise Show Show
Audio On/Off Screen Actions Hand Conversation Participants

Hang up




Share & Record

— X

8[% @ @ b ,ui )z @ > leave Vv

¢o3 Device settings
B Show meeting notes

(i) Meeting details

H Gallery v

R, Call me
75z Apply background effects
Turn on live captions

@ Start recording

Keypad

(4 Turn off incoming video




Share your... [If you want to... Great when...

Desktop Show your entire screen, including You need to seamlessly share multiple windows
notifications and other desktop
activity

Window Show just one window, and no You only need to show one thing and want to

notifications or other desktop activity  keep the rest of your screen to yourself

PowerPoint  Present a PowerPoint file others can You need to share a presentation and want others
interact with to be able to move through it at their own pace
Whiteboard Collaborate with others in real time You want to sketch with others and have your

notes attached to the meeting
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(J Include system audio

Desktop Window PowerPoint Browse Whiteboard
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Screen #1 New settings test | Micr...  Calendar | Microsoft Tea... Teams 101 - All About Te... Microsoft Educator Cent... Teams 101 - All About Te... Teams Overview Summe... Microsoft Whiteboard
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New Tab - Google Chro...  Snipping Tool Teams Overview Summe...  Element Education PD D...




fl Microsoft Office Home X | BE Microsoft Educator Center

é

) Office Home

A focused learning environment isn
physical classroom. Microsoft is her
experiences that keep educators,

Get started with o
learning

O & https://education.microsoft.com/en-us

E Office Lens IR~ @ New Microsoft Edg...

GET STARTED >

New and noteworthy showall

D Sweetwater

B :90 What's New Vid...

= Microsoft | Educator Center

3 virtual CUE

7] Other favorites

W
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|

|
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)z (x] oo Leave V

Meeting chat X

(Y

2:33 PM  Meeting started

2:36 PM

Meeting Announcements:
* One
* Two
e Three

Type a new message

A

' ¢ QW B - B



lle saves to meeting chat

Search or type a command

Screen Recording chat Files Meeting Notes 1 more

Kristi Collins joined the meeting.

Meeting started  3:02 PM

Meeting ended 1m 47s 3:04 PM

Meeting
Recorded by: Kristi Collins

Screen Recording
;@ EATFUC

Srut tohne




Video saves to stream

qfﬁce gég " ; ‘ £ Search

Good morning Install Office

+ ® o @ H $ @ S & {E @

3 i Class
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway

Notebook
(= h

Calendar Stream All apps

Lo

-
Stream

“}

(M Home [o1 Discover ~ [ My content ~+ Create v /O Search

Videos Groups Channels Meetings Watchlist Followed channels Recycle bin T Drag files here, or browse to upload

Search for videos Sort by Privacy

/O Search for videos ... ‘ ‘ Upload date All

Screen Recording

0o® 0 0L 2/12/2020

Meeting with Kristi Collins

1® 0 00 2/12/2020 Replace video

Delete
Trim video

Download video




Meet Now:
 Calendar > Meet Now OR In Team - Channel > Meet

TAP

< > test_test Microsoft USEDU ~ 79 b — X
fl![ Calendar &4 Meet now

Activity

H m Today < > September 2020 ™

Chat

HH .

Teams Monday

Calendar
ot ; Microsoft Teams
.

-

Calls
Collins Microsoft

All teams l Demos Posts

Choose your audio and video settings for

New channel meeting

Y\
7 ¢
1w
9 &

53 PC Mic and Sp... Join now

Other join options

<% Audio off [ Add aroom

to mention someone.




Meet:

* In Channel — Participants click on join

&

~ Search A e g Y .

; Demos Posts Files +

88 a @ eee ,V/i ;z L?.' e |leave V

4
Ts:
13 o
RS

Collins Microsoft Choose your audio and video settings for

a " ew channel meetin
| ] e ’ Participants Y%« 4+ X
) mlcstudent26@| N @
i
In the Meeting: MLC Student26
MLCSTUDENT26
Use the participant & Kristi Collins .
33 PCMicand Sp... | Join now p p § l Organizer /‘é
IISt to InVIte e @ MLC Student26 Calling...
& Reply ()

IT Admins pal"t|C|pant

Questions

Resources New channel meeting

Type the email to call

Videos
Webinar Schedule

4 hidden channels

Participantreceives

®¢ New channel meeting started

notificationintheir

& Reply

Teams app



Setting Up a Meeting:
* Choose the calendar
* Click on a day and time or choose new meeting

Calendar ©4¢ Meet now <+ New meeting

Eﬂ Today < > September 2020 & Work week

07 08

Tuesday

DEMO Meeting

Kristi Collins




Meeting Detalls:

* Type meeting details
* Choose attendees or a channel to send to an entire Team

teSt_teSt_Microsc,ﬂ USEDU ~

3 New meeting Details Scheduling Assistant
Activity

a Time zone: (UTC-08:00) Pacific Time (US & Canada) ™ Response options

. Request responses
Tuesday Staff Meeting

Allow forwarding

a Add required attendees

Assignments

+ Optional

E Sep 10, 2020 Sep 10, 2020 4 Th @ All day

Calendar

‘ Does not repeat

n Staff Team Demo eekly Virtual Meetings
]
Add location

B 7 U & ¥

Type details for this new meeting




Meeting Settings Chat Files Details Scheduling Assistant ~ Meeting notes  Whiteboard

Meeting Organizer:

X Cancel meeting Time zone: (UTC-08:00) Pacific Time (US & Canada) sponse options
1. Changeduring a meeting

VZ Meeting Settingsl

2. Set priorto the meeting

+ Optional
Prior:
11.00AM ~ 30m @ All day

1. Clickonthe eventinthe calendar

: 2. Choose edit My calendar
’ | |
Meeting Settings

3. Choose meeting options
” July 1, 10:30 AM - 11:00 AM
New settings test
4

July 1, 2020, 10:30 AM - 11:00 AM

IT Admins can set as default

& Kristi Collins Meeting Settings

Kristi Collins

Meeting options

-
Ll
Who can bypass the lobby? People in my organization Dur,ng =

Always let callers bypass the lobby

1. Clickonshow participants

Announce when callers join or leave
Who can presen Only me 2. Choose manage permissions

W Y

Meeting Controls

ADDITIONALSETTINGS FOR MEETINGS e emeone o 48 2 e




Presenter: During a Meeting:

* All meetingtools * Option1-Clickonthe"..." nextto the person'sname

Participants

Attendee: and choose "make an attendee/presenter"

Invite someone or dial a number

Cannot mute orremove Option 2 — Choose manage permissions to set for all

Presenters (1)

others, start or stop a Aendess () _ Before a Meeting:
@ -]

Others invited ( O Mute participant

recording, or share their Clickon the calendarin Teams

screen = P Choose a scheduled meeting and edit the event

= Make a presenter

o> Remove participant C||Ck on "Meetlng OptIOI’]S"

Options: _
Choose presenter settings
1. Changeduring a meeting History Class - Virtual Chat Details Sh# [ soin

2. Set pri O r to th e meeti n g - X Cancel meeting Time zone: (UTC-08:00) Pacific Time & Canada) Meeting options <:I Tracking

Va History Class - Virtua\| Meeting options

3. IT Adminsset as default

+ A
& Add required attendees

Who can bypass the lobby? Everyone

Apr 21, 2020

Announce when callers join or leave

. Who can present? <:I Everyone
Everyone
People in my organization

ATTENDEE AND PRESENTER oo G
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NEXT STEPS

Visit Our Tech Talk Page

TEEH TH AT View past Tech Talks, watch recorded

livestreams, access presentation

WDRKS FUR u slides and more.

it.miami.edu/TechTalk

UNIVERSITY
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../it.miami.edu/techtalk

FEEDBACK SURVEY
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Give Us Feedback E - 'I:I.#:
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Fill out our survey and let us know

||
how we're doing r

Scan the QR code to the right
using your phone’s camera

https://bit.ly/3AXKsdo

UNIVERSITY
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https://bit.ly/3AxKsdo

GET IN TOUCH WITH US

Get In Touch With Us

it. miami.edu/techtalk

>4 techtalk@miami.edu
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Thank you
for attending!






