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Quick Sheet — Getting started using Teams

Scheduling an Online Meeting

There are various ways to schedule a meeting, the steps below show you how to schedule a meeting using the Chat feature and Calendar options in Teams.

Schedule a meeting using Chat

Type a new message

* From the Chat window, click the Schedule a meeting option N
R CCERE:

* This opens the Schedule a meeting window similar to the screen below. Complete the relevant fields then click Send.

Microsoft Teams 4 Search for or type a command

New meeting Details Scheduling Assistant

4. Click Send
Time zone: (UTC+00:00) Dublin, Edinburgh, Lisben, Londen ™ to send a
1. Click meeting

Use of Elearning with Hester invite
the Chat . 2. Type the email

address of your
attendees, this
can include any
external
attendees

icon
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7 Apr 2020 1600 v 30m @  Allday
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) Does not repeat v

3. Complete
3 @ TRAINING > General relevant

fields i.e.

® ® virtual Office X date, time
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Hi - As discussed overview of new learning management tool.

NOTE: If you are looking to schedule a meeting using Teams within Outlook the Microsoft Teams Meeting C% reaacrl;?ﬁg trust
Add in for Microsoft Office needs to be setup from the Outlook Options menu, Add-ins screen.
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Schedule a meeting using Chat continued...

» To view a meeting use the Calendar icon. Click to open the meeting, or the Join button to start the meeting.

“ Search for or type a command

Click to open the

Calendar St Meet now meeting to edit. Or
click the Join

® Day v button to open

07 the Join window.
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Training Requirements whilst working from home
Virtual Office Hester Alleyne

(5) Today < > April2020

e your audio and video settings for

Training Requirements whilst working from ho~

Click Join
now to enter
the meeting

arena!

Join now

@ Team

2 Guests Other join options

Click here
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Hi Jaystar Let me now if you neede...
Esteralleyne (Guest) as a guest to the team.
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Hester Alleyne 03/04 10:24
Hi Jaystar

You 02/04
Posted in General
Hi Guys - quick question. Are we .

Let me now if you needed to download anything you should just be able
to join by clicking the link Join meeting and typing your name.

m Hello J - Thanks for taking part with my test for external users
Friday, 3 April 2020 @ 10:30
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Schedule a meeting using Chat - Guest User instructions & sample screens

The screens below are typical screens that appear when joining a Teams meeting as a guest user:

SReply %) Reply al
Training Requirements whilst working from
home
° Hester.Alleyne@Ilearningtrust.co.uk <H [
To: ]

07 April 2020 15:30 - 16:00 View calenda
Virtual Office

Hi - As discussed overview of new learning management
platform.

1. To join a meeting as a
recipient click the Accept
option in the meeting invite

Guest User

W & ¢ 15 minute a

Training Requirements
whilst working from home

Today, 15:30 to 16:00

1ol new learning management platform.

2. Click Join Online to open the join
screen

Experience the best of Teams meetine

Download the Windows app

Already have the Teams app? Launc

3. Click Join on the web instead, without the need to

download the Windows apps.

(5

Join on the web instead

hackney
learning trust

he desktop app
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Schedule a meeting using Chat - Guest User instructions & sample screens

Choose your audio and video settings for

Someone in the meeting should let you in soon
Meeting now

Enter your

name then

click Join
now

A

Join now

6. button to switch on/off the camera, sound,
Once you have joined the meeting use the
share screens, view participants and end the call

5. Wait for the presenter to let you in!

4. Enter your name and click the /
Join now button

A Toolbar
appears in both [ ]
the presenter
and
participant's
screen

Guest User
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Schedule a meeting using Chat - Guest User instructions & sample screens
From the Organiser’s screen you can choose to view participants and guests in the lobby area of the screen as well as click the Admit

button when ready to start the meeting.

People X

Jnvite someone @
_IF_'.SSy Currently in this meeting (2)
is waiting in the lobby °% Hester Alleyne
4@ Organiser
. . J Jessy
28 View Lobby ~/ Admit Guest
Others invited (1)
7 1T Training
Accepted
Suggestions (1)
Sl Shade Idris

\
)

Click here to

Participants are held in a lobby area until the Meeting show
Organiser clicks the Admit button permitting a participants
participant to join the conference.
The Participants buttons opens the Lobby area where you can see a list
of participants
hackney
Guest User (% learning trust °
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Scheduling an Online Meeting Toolbar

Your status is set to do not disturb. You'll only get notifications for urgent messages aas

4 Search or type a command

Click to add
another
participant

Click buttons
to manage
your
conference

Share

Share conversation Hang Up

Turn Camera Off

eee @ go

More Hide

HERIS Participants

You can learn more from our series of HLT Microsoft Teams Quick Sheets.
For customised training & support email: ittraining@learningtrust.co.uk

@@iaour priority contacts. Change settings.

People

Participants.
External
participants
are added as a
Guest

hackney
learning trust




