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Collaborating Via Microsoft Teams



Who are we?
PRESENTER

CELIA MCFADDEN

Manager, Integrated Solutions Support

UM Information Technology

MODERATOR

DIANNE RUBIN-ANDERSON

Sr. Business Systems Analyst, 

Integrated Solutions Support

UM Information Technology



Next Steps

Continue The Learning

Teams Communication & Collaboration

Teams Navigation

Teams Meetings 101
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Teams Meetings 101



Online meetings 101

Before
Schedule a Teams meeting

Update meeting options

Share pre-read materials

Make a test call

At start
Customize background

Admit people from lobby

Mute all attendees

Spotlight your video

Start recording

Enable live captions

During
Present content to attendees

Play a video during class

See student faces 

Address raise hands

Live reactions

Monitor chat window

After
Signal the meeting ended NEW!

Export attendance

View conversation responses

Access meeting recordings

Mute student comments

What are best practices for before, during, and after a Teams meeting?

Teacher 1



Teams Meetings  >  Schedule



Schedule Teams Meetings in Outlook

Schedule a new Teams Meeting Find a time that works for everyone (Scheduling Assistant)

Create/Send Teams Meeting Invite



Functions (Permissions, Settings, Background, Details, Audio Conferencing)

Features for Presenters (Attendance, Mute All, Record, End Meeting for All)

Features for Participants (Hand Raise, Chat, Live Captions, Meeting Notes)

Understand Teams Meetings 
Understanding Teams Meetings



Teams Meetings  >  Meeting Options



Join a meeting
Share video, select audio settings before joining a meeting.

Meeting “pop” out

Turn camera on/off

Apply background filters

Select audio settings

Join meeting



Participate in a meeting
Share video, voice, or your screen during the online call.

Turn your video feed 

on and off.

Leave the meeting

End meeting for All

Start recording, change device 

settings, and more.

Mute and unmute 

yourself.

Share your screen and sounds 

from your computer.

Send chat messages

Add participants to the 

meeting.

Raise hand 

Live reactions

Breakout 

Rooms



Participants Panel
Admit people from lobby

Mute all attendees

Download attendance

Meeting options

Lock meeting

Teams Meetings > Participants Panel



Additional Settings
View settings

Meeting options

Start recording

Enable live captions

Teams Meetings > …  (additional settings)



Share Tray

Present content, play a video and more 

Share your… Use it when…

Desktop [Include system audio] You need to switch between multiple windows

Window [Include system audio] You only need to show one thing and want to keep the rest of your screen to yourself.

PowerPoint You need to share a presentation and want students to be able to move through the slides at their own pace

Whiteboard You want to a run more interactive lessons

Teams Meetings > Share Tray (“sharrow”)



Assign attendee role in online meeting
You can promote attendees to presenter during a meeting.

Capabilities Organizer/Presenter Attendee

Speak and share video ✓ ✓

Participate in meeting chat
✓ ✓

Privately view a PowerPoint file 

shared by someone else
✓ ✓

Share content 
✓

Mute other participants
✓

Remove participants
✓

Admit people from the lobby
✓

Change the roles of other participants
✓

Start or stop recording
✓

Before meeting During meeting

Teams Meetings  >  Roles



Teams Meetings  >  Views > Large Gallery (aka 7x7 video grid)



Teams Meetings  >  Views > Together Mode



Teams Meetings  >  Views > Spotlight



Teams Meetings  >  Views > Breakout Rooms



Teams Navigation



One Hub. Everyone Connected.



Communicate
through chat, meetings & calls

Collaborate
with deeply integrated Office 365 apps

Customize & Extend
with 3rd party apps, processes, and devices

Work with confidence
enterprise level security, compliance, and 
manageability

Microsoft Teams: The hub for teamwork in Microsoft 365



Teams Review:
Interface & Basics



Activity

Chat

Teams

Calendar

Files

Assignments

More

App Store

Calls

Teams  >  App Bar



Teams  >  Left Rail



Teams  >  Tabs



Teams  >  Canvas



Join or Create 
a Team



Teams  >  Create a team



Teams  >  Join a team with a code



Team Options:
Settings

Adding Members
Team Join Code



Teams  >  … (more options)



Teams  >  … (more options)  >  Manage team & Add Members



Teams  >  … (more options)  >  Manage team  >  Member role



Teams  >  … (more options)  >  Settings  >  Team code



Teams Communication & Collaboration



Notifications, Mentions, Bold



Team Channels



Team Channels  >  Conversations (posts)



Team Channels  >  Conversations (posts)



Team Channels  >  Chat (posts)



Continue The Learning



THE MEC → Search Courses

education.microsoft.com

https://education.microsoft.com/


aka.ms/TeamsEDUQuickGuide

https://aka.ms/TeamsEDUQuickGuide


ANY QUESTIONS?

ANY FEEDBACK?



NEXT STEPS



it.miami.edu/TechTalk

Visit Our Tech Talk Page

View past Tech Talks, watch recorded 

livestreams, access presentation 

slides and more.

NEXT STEPS

../it.miami.edu/techtalk


Give Us Feedback

Fill out our survey and let us know 

how we’re doing

Scan the QR code to the right 

using your phone’s camera

https://bit.ly/3hm94yi

FEEDBACK SURVEY

https://bit.ly/3hm94yi


techtalk@miami.edu

it.miami.edu/techtalk

Get In Touch With Us

GET IN TOUCH WITH US

mailto:techtalk@miami.edu
https://it.miami.edu/techtalk


Thank you 

for attending!




