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Setting Up A Meeting In Teams Calendar

iy . New meeting Details Scheduling Assistant
04 Meet now -+ New meeting . 9
\ Time zone: (UTC-08:00) Pacific Time (US & Canada) v
V4 Add title

Add required attendees

0 Go to Calendar on the left side of the =

Teams PP and select New Meetlng Optional:  Add optional attendees

Q Alternatively, select a time range in your Mar 12, 2020 200PM v Mar 12, 2020 230PM v 30m @  Allday
calendar and to pop open a scheduling
form. O Does not repeat v

=) Add channel

Q Fill out form with your meeting details
© Add location
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Type details for this new meeting

O Does not repeat v

O Adding the channel(s) allows

everyone in that team to see

& | Add channel the meeting and join it from
the specified group.

For more information, view Microsoft's “Schedule a Meeting In Teams”
N article: https://support.office.com/en-us/article/schedule-a-meeting-in-
©  Addlocation teams-943507a9-8583-4c58-b5d2-8ec8265e04e5#IDOEAABAAA =Desktop
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Setting Up A Meeting From Outlook

File Meeting Scheduling Assistant Insert Format Text Review Help Q@ Tell me what you want to do

@ * @ %AddrﬁsBook EShowAs: E]Busy d O EE =] @J m @ D

Delete S Ioin Teats Concel a7 Check Names

: ” .|Recurrence | Categorize ° Dictate | Meeting | Insights View
Meeting Invitation é’j Response Options ~ Q’ SRt 15 minutes - ~ MNotes Templates
Actions Teams Meeting Attendees Options Tags Voice OneNote My Templates ~
You haven't sent this meeting invitation yet. .
. . ®This appointment conflicts with another one on your calendar, Room F|n... e X
QO Open Outlook and switch to calendar view. < vz > O
¥ . . arc|
Click New Teams Meeting at the top to view > Title < Mo Tu We T Fr <
the meeting form. - LY
o Required 12 3 45 6 7
8 14
O Note: Currently you can not choose a channel 15 i 21
. . Optional 22 £ 28
when scheduling in Outlook S » B
Start time Thu 3/12/2020 [=1|| 1z00AM v [allday [ @ Timezones [ ]Good []Fair [ Poor
End time Fri 3/13/2020 ﬁ 12:00 AM - <% Make Recurring Choose an available room:
None
Location | Microsoft Teams Meeting [, Room Finder

i

Join Microsoft Teams Meeting

111}
M m W N("W r'q_“] ms Tm m 7 Leamn more about Teams | Meeting options Suggested times:
tems~  Meeting Meeting Days

B @
Meeing

Suggestions are not
provided because most
- attendees are not available
New Skype Meeting com: Meeting | Go To .

during your working hours,
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Joining a Meeting
Join from calendar Join in a channel

Select Calendar 2 on the left side of the app to see your meetings. Find the meeting you want, and then

If a meeting takes place in a channel, you'll see an invitation to join, relevant content, and who's in the
select Join.

meeting right in the channel. Just select Join.

[&] Copy Review 01:13

) Tk 129 -
e Hi everyone. Thanks for meeting up; can we start a thread in this meeting to take minutes but also o track changes
10 the copy that need to be made? Let's start screen sharing 10 view the doc
Marketing meeting m Mie o 1200 pm
Microsoft Teams Meenng Gra S0, it looks tke there needs to be a grammag/spelling pass on this doc at the very least. | locked through really
quickly and found a couple typos, etc

Maduion Marcer 1200

20 Ao, 3 lot of these taghnes and ad copy need to be updated to reflect sentence case, not title case.

o Raply

Or, if someone starts the meeting, you'll get a notification you can use to join. |

Jein B ehat Join from Outlook
Double click the meeting in your Outlook calendar view and
If the meeting has already begun, it appears in your recent chat list. Select the meeting in your chat list and click the Join Microsoft Teams Meeting.

then select Join at the top of the chat.

Marketing meeting & @ m

Conversation Files Meeting Notes Whiteboard
—_—

Join Microsoft Teams Meeting
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lcon Cheat Sheet

Time Mute/unmute Other Options Show Participants
Track how long the Pro tip: Working in a View the next page See whois in the
meeting goes on. noisy spot? Mute for the breakdown. meeting and invite
yourself to decrease others to participate.
distractions for other
members.

18:21 A4

Turn camera on /off Share Screen Meeting Chat Bye Now

Display your camera Present your desktop Message and share Hang up at any time.
or choose to only screen or your window. during the meeting.

show viewers your

Teams profile picture. Pro tip: Sharing your

Window allows viewers
to see a specific program
and its content vs
Desktop shares
everything on your

screen.
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Other Options .

£03 Show device settings

E Show meeting notes
() Show meeting details

Enter full screen

Don't blur background

Turn on live captions (preview)
Keypad

Start recording

Turn off incoming video

A 4

A\ 4

A\ 4
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Adjust any audio, speaker, microphone or camera settings here.

Take notes during your meetings and share with other members.

Pro Tip: Blur your background to remove distractions for other
attendees.

Record your meetings and have an auto-transcribed copy for later.
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Need more help? Contact:

365 Technologies
200-555 Plinguet Street
The FaQtory

Winnipeg, MB R2J 0G2

Phone: (204) 488-3655
Fax: (204) 942-4843

Support: 1 (877) 343-3155
Email: sales@365tech.ca
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