
Getting Started: Microsoft Teams 

Meetings at VUMC

Enhance your work life communication 
and collaboration using meetings, chat & 
more.  

Bringing people together for 

robust communication and 

collaboration



@MicrosoftEDU

@

Meet your trainer

Meet your trainer

Shavonne Smith

Microsoft Learning Consultant

SmithEducates



Keep your microphone

on mute until needed

Should your video be on? It’s up to you! 

Consider your background & bandwidth.

Use the chat to post

questions and interact
This call is being recorded

Teams meeting best practices

Teams meeting best practices



Today’s agenda

Multiple ways to create, share, 

and launch virtual meetings

Multiple purposes and uses of 

virtual meetings

Many features for controlling 

and securing your meeting

Join and Participate in 

a Teams Meeting



Today’s agenda

Multiple purposes and uses of 

virtual meetings



Meeting, Webinar or Live Event?

Is everyone considered a peer and can talk?

Is this mostly a few to many meeting where 

you have leaders and listeners?

Is this a broadcast to many people where 

more than a single video source is used?

Do you need registration?







Today’s agenda

Multiple ways to create, share, 

and launch virtual meetings

Multiple purposes and uses of 

virtual meetings

Multiple features for security and 

sharing content



Creating Meetings



Creating Meetings in Outlook



Creating Meetings in Teams via the Calendar tab



Creating Meetings in Teams via the Chat icon

Meet now



Today’s agenda

Today’s agenda

Multiple ways to create, share, 

and launch virtual meetings

Multiple purposes and uses of 

virtual meetings

Multiple features for controlling 

and securing your meeting



Meeting options in Outlook



Meeting controls



Secure meetings



Today’s agenda

Today’s agenda

Multiple ways to create, share, 

and launch virtual meetings

Join and Participate in 

a Teams meeting

Multiple features for controlling 

and securing your meeting



Join the Meeting



Turn your video 

feed on/off.

Share screen & 

sounds from your 

computer

Access additional      

call controls
Show / add 

participants

Mute/unmute 

yourself

Raise your hand

Show chat messages

Raise your hand or 

give emoji feedback

Turn your video feed on/off

Mute/unmute yourself

Show/add participants

Access additional call controls

Share screen and 

sounds from your device

Create breakout rooms

Leave or end 

the meeting

Participate in a meeting

Participate in a meeting



Show up in style



Viewing options

Together Mode

Standout Presenter Mode

Together Mode

Backgrounds

Gallery Mode

Large Gallery Mode



An inspired interface

Share content

PowerPoint Live

Presenter mode



Sharing options





Breakout Rooms



Meeting attendance and engagement



Zoom Meeting Tools - Where to Find in Microsoft Teams



Reports

Add a Co-host

Captions

Add an Alternative Host



Thanks for joining us today!


