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Creating Online Meeting using Outlook
e Log on to the computer using your BSU email account and password, and open the

Outlook client on the desktop. Click on the calendar icon to view your available days
5
MNew Teams
. . Meeting . . .
for a meeting. Click on the rm:me=ns icon to create a new online meeting:
Home Send [ Receive Folder View Developer Acrobat Meeting Q Tell me what you want to do...
lomm o s +

T Es & ® EREEEBEERE B B

New New  New New Skype New Teams ~ Today MNext? Day Work Week Maonth Schedule Open  Calendar
Appointment Meeting ltems = Meeting Meeting Days Week View Calendar ~ Groups~

MNew Skype Meeting  Teams Meeting Go To Pl Arrange m ' Manage Calendars

To..

e Type in the attendees email address in the textbox followed by a

semicolon after each email address. Type in a name for the topic of the invite in the

subed textbox. Input the correct start date/time and end date/time for the
Start time |Thu 3/12/2020 EE | 12:00AM - —
. End time Fri 3/13/2020 FE| [12:008m - . Send | . .
meeting . Click on the icon to deliver the

mvitation to all attendees.

Meeting Insert Format Text Review Developer Q Tell me what you want to do...
= I - Y| °®
x [, Calendar E ‘;G) (S(_i % @1 E‘x H &I :?‘@ a ZZ Show As: | Busy -
Delete ©, Forward ~ Appointment Sche.duling Jain Sk.ype Megting Jain Tgams Meeting C.anc.el Address Check ngonse Reminder |15 minutes -
Assistant Meeting Options Meeting Motes Invitation Book MNames Options ~
Actions Show Skype Meeting Teams Meeting  Meeting Notes Attendees Options

6Y0u haven't sent this meeting invitation yet.

From poaither@bowiestate.edu
_’El Ta.. abc@yahoo.com; | Test Leave Request; testing@amail, com|
send | gpject

Location Skype Meeting
Starttime | Thu 3/12/2020 FE| |12:00 Am - All day event

End time Fri 3/13/2020 EE| |12:00 AM -

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options




Joining Online Meeting from Outlook Invitation

e Log on to the computer using your BSU email account and password, and open the

Outlook client on the desktop. Click on the calendar icon to view the invite. Open
the calendar invitation displayed on your calendar:

Su00am MSOL Team Meeting; Librar...
S10am Testing; Skype Meeting; Pi...
S:40am Testing; Microsoft Teams ...
10:00am Bowie State University St..
10:00am Canceled: Bowie State Un...
10:50am Testing; Microsoft Teams ..

e Click on the Join Microsoft Teams Meeting link, and then click on the Join now button
(Make sure that the camera and microphone display in purple like the image below. If the
camera or microphone is grey, then this feature is not enabled):

Join Microsoft Teams Meeting

+1 240-468-7910 United States, Bethesda (Toll)

Conference 10: 244 100 078#

Local numbers | Reset PIM | Learn more about Teams | Meeting options

Join now

[E'; Jabra LINK 265

¢ You should see a tray showing multiple buttons

| |
Click on the icon to share your desktop:

® You should see . Click that checkbox so that it displays a checkmark
Include system audio |




¢ Click on the desktop screen 1 . (You will notice that your screen

has a red border, and people can now see your screen).

Stop Sharing Your Screen during a Teams Meeting

You will need to hover your mouse at the top center of the monitor, and click on the

Stop presenting
o

[F <1 | o/ RunHistory|Pows € Microsoft Office - (@ Financial Aid Cour [ Edit your flo

=

. - Jversation # Join conversation # Join
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= £ | https://teams.microsoft.com/dl/launcher/launcher html?url=%2f_%23%21l52imeetup-join%2119%3ameeung_MNjM ONZI 1 LWEZY: WQDYJASZ) BKZJAW A thIead. w2 362105 3fcontext9%3d%257b% 2522 Tid%2522%253a%25
P P g ! IASLJBkL),

Microsoft Teams

Experience the best of Teams meetings with the desktop app

Download the Windows app Join on the web instead

Already have the Teams app? Launch it now

Recording a Meeting

¢ You should see a tray showing multiple buttons

Click on the icon to display the additional settings.

® You should see . Click on the button to begin recording. (*Note*

While the meeting begins to record, there will be a notification at the top that displays the



A You're recording Let everyone know that they're being recorded.

following . This privacy policy shows for

all recorded meetings.)

To stop recording, you will repeat the same steps, by opening the tray, and click on the

More actions

icon to display the additional settings.

St di . .
You should see. Click on the button to end recording. *Note*

Recordings from a Teams meeting scheduled on the calendar are stored in Stream, and can
be obtained internally, but not uploaded to an external application including YouTube,
etc...)

Download Attendee Report

You should see a tray showing multiple buttons

Click on the E icon to display the participant panel.
. Click on the button to

The report only shows the current attendees during a meeting, and it is saved here

You should see this
download the report.

¥ Downloads
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