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HOW TO SETUP TEAMS MEETINGS

Step #1

3 STEP PROCESS

> After logging into Teams, select “Calendar”
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Welcome to the team!

Here are some things to get going...
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Add more people Create more channels

Polly 9/7 10:06 PM

Hi There, I'm Polly!

A teammate of yours recently added me
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HOW TO SETUP TEAMS MEETINGS

Step #2

> Select “New meeting”
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HOW TO SETUP TEAMS MEETINGS

Step #3

> Fill in all meeting details and select “Send” to save the meetings
o All required fields are highlighted in “Red”

When you select
“SEND”, the link

invite will be emailed
New meeting

to all users that you

New meeting Details Scheduling Assistant input in the “Add
Attendees/Participants do not Participants” section
Show as: Busy Time zone: (UTQ need to have Dekalb Alphas ptions hlghhghted S green. 533 Options

email account to join meetings.
f ] g e bypass e lObby? @

People in my org and guests
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Free

More options
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You can set the meeting

Suggested: No suggestions available.

to last as long as you

Does not repeat v

If you want to set a “Recurring need. The meeting does

@ I Commitee > General meeting”, you can adjust it here. not close when you

exceed that time.
© Add location
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Discussion Points:
- Last meeting minutes
- Upcoming events
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HOW TO SETUP TEAMS MEETINGS

Step #3 Continued..

> To locate the Teams meeting link
o Select the meeting
o The link will be listed at the bottom of the page
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Discussion Points:

« Teach them how to log into Teams
« Teach them how to create and start Teams meetings

« Show them how to setup Wild Apricot Profile and login
« Show them how to use the Wild Apricot Mobile App

Show them how to access QRF code for signing into General Meeting on Thursdays
Show them how to access Sharepoint to see the Agenda
Show them how to use Polly app on teams meetings

Microsoft Teams meeting

Join on your computer, mobile app or room device
ck here to join the meeti

Meeting ID:

Congratulations, you have successfully setup a meeting in Teams!
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HOW TO SETUP TEAMS MEETINGS

Mobile Application

3 STEP PROCESS
Step #1

> After accessing the Teams app, select “Calendar”
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HOW TO SETUP TEAMS MEETINGS

Step #2

> Select the “Plus sign”

6« September

[DeKalb Alphas] Bro. Zachary McGowan OO0 &

Activity

NMA

EST. 1980

DECATUR, GA

EST. 1980

DECATUR, GA




A EST. 1980 45

A DECATUR, GA

A EST. 1980

B\ DECATUR, GA S

“AMppA S

HOW TO SETUP TEAMS MEETINGS

Step #3

> Fill in all meeting details and select “Send” to save the meetings
o All required fields are highlighted in “Red”

Attendees/Participants
do not need to have
Dekalb Alphas email
accounts to join
meetings.

If you want to set a
“Recurring meeting”,

you can adjust it here.

EST. 1980

) DECATUR, GA 8

When you select

Cancel New event “DONE”, the invite

74
Qo
<

-

3]
E]
©)

will be emailed to all

users that you input in

the “Add Participants”
section.

Title
Add participants

Mark Ellison - (DeKalb Alphas)

Share to a channel

All day - You can set the

meeting to last as
Start n . long as you need. The
meeting does not

timeout when you
End y

exceed your limit.
Repeat Never
Location

Show as

Description

ft Teams online meeting.

can join online.
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HOW TO SETUP TEAMS MEETINGS

Additional Information:

» To Cancel a meeting

You need to select the meeting of your choice in the “Calendar”
Select “Cancel Meeting”

o Afterwards, a cancellation email will be sent to all
attendees/participants that you added while setting up the meeting
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Discussion Points:

- Last meeting minutes
- Upcoming events

Microsoft Teams meeting

Join on your computer, mobile app or room device
Click here to join the meeting

Meeting ID: 297 073 588 006

Passcode: s3U50Y

Download Teams | Join on the web

@ Learn More | Meeting_options
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