Leveling Up: Microsoft Teams

Meetings at VUMC

Bringing people together for
robust communicationand
collaboration

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



@ Meet your trainer

Shavonne Smith

Microsoft Learning Consultant

@ SmithEducates |
@MlicrosoftEDU }




@ Teams meeting best practices

% N

Keep your microphone Should your video be on? It's up to you!
on mute until needed Consider your background & bandwidth.

Use the chat to post

This call is being recorded
questions and interact




Today’s agenda

Before the Meeting

During the Meeting

After the Meeting




@ Before the Meeting

* Creating a Meeting Invite in Outlook for Someone Else

* Creating and setting up a Webinar



Delegate. Delegate. Delegate.

Creating a
Meeting
Invite for

will allow Tean.15
Someone ¥ leeting Creation

Else for/by someone




Creating a
Meeting

Invite for
Someone
Else

Create a meeting invite for someone else in Outlook

As a delegate, open the Outlook Calendar for the individual whose calendar you're managing. Click the
Home tab, and then click the Teams Meeting icon (screenshot below). If you require delegate
permissions, see instructions here (steps should be performed on delegator's device).

Select the Teams icon. When you do so, a Join a Microsoft Teams Meeting link is created in the body of
the invite. If the delegator’s account has an Audio Conferencing license, a phone number and conference
1D will be included.

Create a Title for your meeting invite.

In the Required box, enter the email addresses for the people you want to invite to the meeting.

Select a start and end time for the meeting.

If you need the meeting to be recurring, please select the Make Recurring icon.

Add content to the body of the invite to inform participants of the purpose of the meeting.

Double check your information and then click the Send button.
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4 Join with an ID (X Meet now + New meeting

Schedule meeting

< Webinar
13 14

Thursday Friday

B save €2 Copy registration link View in browser

@ Upload an image

Address
Event details it
City
Vi Add a title State res will fill out when they sign up.

ZIP/Post code

Creating and

® 1071072022 1000 AM ~ = 10/10/2022 10:30 AM
Country/Region
Time zone: (UTC-05:00) Eastern Time (US & Canada)
Industry

@ Job title

Qrganization

B 7T U VAa&M

Add a desription

Paragraph ~

Custom question >

Setting Up a
Webinar

-+ Add field

4+ Add speaker

Your First Webinar

Event details Register for this event « Required
B 10302022 1000 AM - 10/30/2022 100 M Frt name *

Time zone: (UTC-0500) Easter Time (US & Canads)
@  Microsoft Teams mesting m——
= ra you exited about leading your frst webinar? Come join

43 expiors the endless possites.

Email®

Speakers
i el st your experionce with other meating platforms.
& Shavonne Semith

Shavonne is 3 spaskers spesker. She spesks very highy of
speaking to ther speakers about speaking and & excited o

e apart of this webinar when she will bs speaking to ‘What meeting platfoms have you used for wetinars in the past?
speakers about speaking. Zoom
3 MarySmith
Shavorme i 3 speskers speaker. She spesks very highly of Teams.
spesking to ather speakers sbout speaking and is excited 1o
e apart of thiz webinar when she wil e speaking to WebX
speskers about spesiong.
& Timothy White Skype

Shavorme is & speskers speske. She speaks very highty of
spesking to other speakers about speaking and is excted to
be apart of this webinar when zhe will be spesking to.
speskers sbout spesiong.

Migosoft Prrvacy Statement




@ During the Meeting

* Add anapp

e Controlling what’s seen onscreen

* Breakout Rooms



Add an App

Overview

Easily create surveys, quizzes and polls.

Easily create surveys, quizzes and polls

App features

Tabs
Use in a tab at the top of a chat or channel

Bots
Chat with the app to ask questions and find info

Messages
Insert content from the app directly into messages

Notifications
Get notifications from the app in a channel

Created by:
Version 1.1.0
Supported lanauages:

By using Forms, you agree to the

4

Overview

(o] and for d meetings

The Q&A app is a robust solution for structured scenarios that organizers can customize with just a few
clicks. You can add open or moderated Q&A, mark the best answer for a question, filter responses,
enable replies, and more. This Q&A experience is powered by Microsoft Yammer and customized for
Microsoft Teams.

App features

Tabs
Use in a tab at the top of a chat or channel

Bots
Chat with the app to ask questions and find info

Created by:
Version 1.0.3
Supported languages:
* English
» Portuaués (Brasil)

By using Q&A, you agree to the

Polls

" Microsoft C
Overview

8 Sync up mees.

Easily create polls in your meeting.

Easily create choice polls, quizzes and word cloud polls before or during your meeting. Collect
responses in real-time.

App features

By using Polls, you agree to the

You can add things like Polls, Forms and Q&A




Control
What's Seen
Onscreen




Control
What's Seen
Onscreen

sharing
using PP
Live

Stop sharing

2% Microsoft

ExpeditionTech

Vanderbilt University
Medical Center

OneDrive for Business

Shavonne Smith
Microsoft Learning Consultant

Vanderbilt University
Medical Center

OneDrive for Business

Shavonne Smith
Microsoft Learming Consultant




mm Microsoft 365  Teams Breakout Rooms

Breakout
Rooms




@ After the Meeting

* Accessing Reports

* Accessing and Sharing Meeting Recordings



Sharing a recorded meeting

a Navigate to the Chat app in the App Rail and select the meeting chat for your recent meeting.

‘i" Chat v Y @ e Meeting with Johanna Lorenz Chat Fie: Meeting Notes  Whiteboard
-
& Pacent ] Johanna Lorenz joned the meeting
Meating Wit Johaoha Lomor 122308 & Johanna Lorenz rensmed the meeting to Meeting with Johanns Lorenz
=ity Recording @ recdy e
Toam B Meeting started 1222 PM
A Adele and Megan 2/10
Adele: Thanks for coordinating. Let’s set asid... -
& (=] Meeting ended 20m 525 1243 PM
Colendar Christie and Meégan 2710

You: Thanks Megan! Chnstie Cline, let's jump on

Alex, Christie, Irvin. +3 210 Recorded by. Johanna Locens

You: Chrstie. | have bandwidth ths week: Shall w

e

m{ﬁ § How was the cal quality?

Accessing |
and Sharin

e Click the icon showing a preview of the meeting recording. This will launch a video player embedded
in a browser window.

In the toolbar across the top of the window, click the Share option and type in the name(s) of the

" e people you'd like to share access to the recorded meeting to. Click Send — they'll receive an email
e e I n g notification.
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Thanks for joining us today!

Microsoft



