
Leveling Up: 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

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

Today’s agenda

Before the Meeting

During the Meeting

After the Meeting



Today’s agenda

Before the Meeting

• Creating a Meeting Invite in Outlook for Someone Else

• Creating and setting up a Webinar



Creating a 
Meeting 
Invite for 
Someone 
Else

Delegate.  Delegate.  Delegate.



Creating a 
Meeting 
Invite for 
Someone 
Else



Creating and 
Setting Up a 
Webinar



Today’s agenda

During the Meeting

• Add an app

• Controlling what’s seen onscreen

• Breakout Rooms



Add an App

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



Control 
What’s Seen 
Onscreen



Control 
What’s Seen 
Onscreen

sharing 
using PPT 
Live



Breakout

Rooms



Today’s agenda

After the Meeting

• Accessing Reports

• Accessing and Sharing Meeting Recordings



Accessing 
and Sharing 
Meeting 
Recordings



Thanks for joining us today!


