How to Use Microsoft Teams for Meetings

How to Get Started

Send an email to J Drake at system_admin@chillicothechristian.net and let him know that you would like to join the CCC
Teams group. J will send you an email that will have the subject below.

Microsoft Teams You're on the team! Microse 2ams Your reques

Jay Drake Fwd: Share your team with others Forwar

Open the email. You will see a link (circled below in red). Click on the link.

Fwd: Share your team with others

]

Jay Drake <system_admin@chillicothechristian.net>
To: megamomdboyz@yahoo.com

—————————— Forwarded message --—---—-

From: Microsoft Teams <noreply@email. teams microsoft.coms=
Date: Fri, May 8, 2020 at 12:46 PM

Subject: Share your team with others

To: <system_admin@chillicothechristian.net>

Hi, J. Micheal. Forward this email to people you want to join Chillicothe Christian
Church. When they use the link, you'll receive a request to join your org. Happy

sharing!

Manage link

Microsoft Teams

Join Chillicothe Christian Church

Let's work together. Use the link to join me in Microsoft Teams.

< https://teams.microsoft.com/join/gg49achawrws
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Your browser will open, and you will see a screen similar to the one below. Enter your name and your email address
and then click on the “Join Team” button.

Microsoft Teams

Join the team!

2 Gboyzdr@yaho@

Add some quick info and send your request to join
your teammates
Gﬂicheal Drake)
LI |
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You will see a screen like the one below. J will be notified of the request and will add you to the CCC Teams group.
If you will be using Teams on your computer, you can download the app from here, or you can join the meeting from the
Teams website.

Microsoft Teams

Request sent!

You'll receive an email when your request is approved

In the meantimea, download the desktop app.

{4 Download the app

Once J adds you to the team, you will get a second email that looks like the one below. Open it up.

Microsoft Teams You're on the team! Micr

lay Drake Fwd: Share your team with others -—-——-—-—-Fo
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You will see an email like the one below. Click on the "Join Teams" link. If you are on your phone, you can also click
the link for your phone OS below that to install the Teams app.

Microsoft Teams

Your request to join Chillicothe Christian Church has been
approved

Chillicothe Christian Church

2 members

pRREEEE
Join Teams

Didn’t request to join? Contact system_admin@chillicothechristian.net to be removed
from Chillicothe Christian Church.

Install Microsoft Teams now
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After clicking the button, your browser will open the Microsoft login page where you can enter your password and sign
in.

B Microsoft

megamomdboyz@yahoo.com

Enter password

D Keep me signed in

Forgot password?
Email code to megamom4boyz@yahoo.com

Sign in with a different Microsoft account
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If you do not have an account with Microsoft, you can create one for free.

You can use any of your email addresses
that you would like to create that account.

Click on the "Create one!" link circled below in red to get started.

Bf Microsoft
Sign in
megamom4dboyz@yahoo.com

Mo accoumg? Create one!

Sign in with a security key (7)

Sign-in options
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When the screen below pops up, enter your email address then click on the "Next" button to continue.

Bt Microsoft

Create account

L Eomeone@example.com

Use a phone number instead

Get a new email address
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After you are done logging in or creating your new account, you will be taken to the Microsoft Teams webpage. Here
you can download the app for your computer or use the web app. You can get to this launch page at any time by going
to teams.microsoft.com. Any meeting invitations you get, simply click on the link and the same launch page (or the
app on your phone) will pop up and take you to the meeting.

Microsoft Teams

Stay better connected with the Teams desktop app

‘ Download the Windows app Use the web app instead
e e —— A

Already have the Teams app? Launch it now
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Creating Meetings

Start a meeting immediately

Start the Teams app on your computer or phone or go to teams.microsoft.com. Click on the Meetings button on the
left. If you want to start a meeting immediately, click on the "Meet now" button.

Q, Search JD, — O

Meetings

Schedule your next meeting

Meet with anyone, anywhere with high quality video and audio.

Meet now o Schedule a meeting
- s "
Start a meeting right away. Share the link to meet later.
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You can set the meeting title by typing it at the top. Click on the gear to configure the sound settings for your meeting.
You can also click on the camera slider or the microphone slider to turn the video and sound on or off at the start of the
meeting. You can turn the camera and sound back on during the meeting with a simple click. When you are ready to
start the meeting, click "Join now."

Q, Search

Choose your audio and video settings for

Enter Meeting Title Herd

Join now

@ *C Mic and Speakers

Other join options

%) Audio off
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If you click on the gear, you will get a pop up on the right-hand side of the screen where you can select the sound
settings for your meeting. See the screenshot below. Once you have selected the settings you want to use, click on
the 'X' to close the settings window.

Q, Search

Activity

= | Choose your audio and video settings for

Enter Meeting Title Here Audio devices

PC Mic and Speakers

Speakers / Headphones (Realtek Hig...

Microphone

Microphone Array (Realtek High Defi..

) Make a test call

Join now
Camera

- n % @ @ “ @ PC Mic and Speakers ntegrated Webcam

Other join options

%) Audio off

When the meeting starts, you'll have two options to add others to your meeting. If you select the "Copy meeting link,"
it will copy the link to the clipboard, where you can then paste it into an email or text to add others to the meeting.

See the two screenshots below for an example of what this process looks like.  You can also click the 'X' to close this
option and invite people in other ways from the meeting. That process is detailed later in this document.

Q_ search

Invite people to join you

py and share the link to ir
@ Copy meeting link

= Invite via email
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Q, Search

Invite people to join you

and share the link to invite someone

Copy

@ Copied to clipboard

S Invite via email

If you select "Invite via email," your computer or phone will pop up your email client with the link in the body of the
email. You can then add those who you would like to invite to the meeting to the email and send it to them. See the

screenshots below for an example of what this process looks like.

Q_ Search

Invite people to join you

y and share the link to invite someone

@ Copy meeting link

=  Invite via email
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Inbox - Gmail U
Format Insert Draw Options IE[ Discard B> Send
B I U v |i= i = v | Headingl vi| © ¢
From: system_admin@chillicothechristian.net |=_,Z
To: < > R  Cc&Bcc

Join Teams meeting in progress

You're invited to join a Microsoft Teams meeting

Use the link below to join

https://teams.microsoft.com/l/meetup-join/19%

3Ameeting_ OGRIZGJINGItZDY2NyOOMWFILWEyNzUtYzYOODk4YjRIMTNk%40thread.v2/0?context=%7B%22Tid%
22%3A%224b396738-2451-4¢ceB8-9223-d95dc4a3a617%22%2C%220id%22%3A%223d69e82d-971a-4549-aad4-
5173f5230184%22%7D

Sent from Mail for Windows 10
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If you mail client is not set up, you may see a pop up like below. In this case, follow the prompts on the screen to set
up your email client.

How do you want to open this?

Keep using this app

Mail

Communicate quickly and focus on what's important.

~

Other options

q Microsoft Edge
New
E Google Chrome

Look for an app in the Microsoft Store

|—| Always use this app

When you are in the meeting, when you move your cursor, the tool bar will pop up. The camera icon (circled in red
below) lets you turn your camera on and off.

| ¢
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The screen sharing icon (circled in red below) lets you share your screen.

|

When you click on the screen sharing icon, the screen sharing tray pops up at the bottom of your screen. You can
select any desktop, screen, or app to share with all of the meeting invitees. If you want the sound from this desktop,
screen, or app to also be shared, be sure to click on the "Include system audio" button. When you click on what you
want to share, it will pop up on the screen and be shared to everyone in the meeting. If you decide not to share
anything, just click on the screen sharing icon and the sharing tray will disappear.

Q, Search

[ Include system audio

Desktop Window PowerPoint Browse Whiteboard

ETE No files available
g e ]

Screen #1 Microsoft Teams Untitled - Paint Microsoft Whiteboard

M === a

Click on the hand icon (circled below in red) to raise your hand. That let's everyone know you have a question. Click
it again to "lower" your hand.
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The screen below shows the meeting chat window. You can use it to ask and respond to questions from those
attending the meeting. If you add to the chat after the meeting is done, it will send that message to all who attended
the meeting and can be responded to. Click on the 'X' or click on the chat icon again to close the chat window.

Q, Search D — O

Meeting chat X

1 J. Micheal Drake joined the meeting.

fype a new message

Al ¢ Q@ B - B>

Click on the People icon (below in red) to show who is attending the meeting. The People window will pop up and
show everyone who is attending the meeting.

(L

Caterpillar: Confidential Green



In the People window, you can add other people to the meeting by typing in their name. If they are members of the
CCC group, they will pop up and can be selected. Teams will then "call" them to allow them to join the meeting.

Once they accept that call (or you get a similar invitation from another person's meeting), they/you will be taken
immediately to the same "Join Now" screen as if you started a meeting immediately. If you click on the share icon
(circled below in red), you will get the original options of copying a link or sending an email to invite others. Use this if
whoever you are inviting is not a member of the CCC group, or if you accidentally closed the share window at the start of
the meeting. Click on the 'X' or click the people icon again to close the People window.

Q search Dy - = =
People ww K
‘\nvite someone
Currently in this meeting (1)
jp - Micheal Drake A

@ Organizer
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Click on the ellipsis icon (below in red) to bring up other options.

Q, Search

£33 Show device settings
B Show meeting notes

O Enter full screen

% Show background effects
Turn on live captions (preview)
o> End meeting

4 Turn off incoming video

00
o Cal

The "Show device settings" will pop up the “sounds” settings, as shown earlier in this document.

The "Show meeting notes will pop up the Notes window. Meeting minutes can be typed up in this window and will be
stored with the meeting chat.

The "Enter full screen" will put Teams into full screen mode.

The "Show background effects" will give you the option to set a background to your video screen.
The "Turn on live captions (preview)" button is new.

The "End meeting" will exit the meeting.

The "Turn off incoming video" option will turn off the video feeds from all other attendees. You can use this if your
internet connection seems to be bogging down. This option will not stop your video feed to others, so that can still see
you. It also will not stop any screen sharing that you or someone else is doing.

Click the ellipses icon again to hide the other options pop up.
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The End Call icon (circled below in grey) will allow you to hang up from the meeting.
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Scheduling a meeting

Start the Teams app on your computer or phone or go to teams.microsoft.com. Click on the Meetings button on the
left. To schedule a meeting for some time later, click on the "Schedule a meeting" button.

S h JD —
Q Searc ® =

Meetings

Schedule your next meeting

Meet with anyone, anywhere with high quality video and audio.

Meet now e Schedule a meeting
. o
Start a meeting right away. Share the link to meet later.
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The meeting scheduler will pop up. You can set the meeting title, the time and duration of the meeting (the actual
meeting will go until all attendees leave the meeting, though so the time is only for scheduling purposes), then click on
the "Schedule" button.

Schedule a meeting

1

/< Enter Meeting Title Here and Set Time BeloD

Aug 22, 2020 930PM v Aug 23, 2020 12:00 AM ~  2h 30m

2

CIOSE @

3
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You can now copy the meeting invitation link to share through text, IM, or email by clocking on the "Copy meeting
invitation" link. Example screenshots of this process are shown below.

Your meeting is scheduled

Share the meeting invitation with others.

Share via Google Calendar

Manage privacy settings in Meeting options

Your meeting is scheduled

Share the meeting invitation with others.

Copied to clipboard

Share via Google Calendar

Manage privacy settings in Meeting options
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Alternatively, you can add this meeting to your Google Calendar by clicking on the "Share via Google Calendar." Screen
shots of what this looks like are shown below.

Your meeting is scheduled

Share the meeting invitation with others.

Copy meeting invitation

Share via Google Calendar

Manage privacy settings in Meeting options

Below is a screenshot of adding this meeting to your Google calendar. Click on the "Save" button to add to your
calendar.

hd (11,183 unread) - drakebo, X l ° Buy Sioux Chief Perforated X | M Inbox (288) - drakeboyzd@ X I 1 Share your team with othe: X Google Calendar - Event d- X -+ ey x
C @ calendargoogle.com/calendar/r/eventedit’text=Enter+Meeting+Title+Here+and+Set+Time+Below&details=<b>You%27re+in.. ® ¥ R [ B & » @ H
31 Apps % Bookmarks @ IBM LotusiNotes @ CatELWLDCCHome @ Olson'sWishLlist @ Nolan's Wish List @ Payton's Wish List @ London's Wish List  ¢f Midland » Other bookmarks

X Enter Meeting Title Here and Set Time Below = @

Aug 22,2020 9:30pm to 12:00am Aug 23,2020 Time zone

D Allday Does not repeat ¥ Q

Event Details Find a Time Guests

Q Add Google Meet video conferencing Add guests

@ https://teams.microsoft.com/|/meetup-join/19%3ameeting_YzE2YmVKNDEtM2VhZCO0Y;U4L

Guest permissions

0 Notification ¥ 10 minutes ¥ X D Modify event

Invite others
Add notification

See guest list
m J Micheal Drake ~ . v

™ Busy ~ Defaultvisibility ~ @

= @ B I U = = o

ﬂ A Type here to search i Rl 7 S0 8199 2020
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Welcome to the Teams Meeting

Once you are in a meeting with others, you will see a screen similar to the one below. Teams currently supports
dividing the screen into 9 segments so you can see the video from 9 other people at the same time. If there are more
than 9 people in the meeting, you will see their video on the bottom in smaller windows. As people speak, they will
pop up into the main array of up to 9 people. Moving your cursor on the screen will pop up the tool bar as described in
detail above.

Q Search

Please understand that there are many options not described in this document and that the phone apps may look or
behave slightly differently than described. There are also lots of help documents on the web. If you have any
questions for which you can't find the answers, please do not hesitate to let J know and he will do what he can to help.

Happy Teaming!!!!
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