Using Teams for online meetings
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What is Teams?

Teams (also called Microsoft Teams) is a chat-based collaboration tool that provides global, remote,
and dispersed teams with the ability to work together and share information via a common space.
You can utilise cool features like document collaboration, one-on-one chat, team chat, and most
importantly for this documentation it facilitates many people to participate in a “virtual” meeting in
front of their PC, laptop or phone at home or wherever they can get an internet connection.

What can you use Teams for?
Well, the obvious ones are for virtual meetings. But thinking ‘outside the box’:

e What about a virtual quiz night? The leader asks the questions. The others will take down
the answers and add it up at the end. Honesty has to prevail, but it could be fun.

e What about doing some virtual activities with your sections. Show them how to make
something on the screen and they can try it out and show you on their video.

e Give a talk on a topic close to your heart.

e Take them on a ramble around your garden with your phone.

e FEtc.

Assumptions:
1. Someone is the meeting organiser and will have a Microsoft email address.
2. Every person has some sort of computer device (PC, Laptop, tablet or phone) with audio
(microphone and speakers) available.
3. You have email on each device that you want to install Teams onto.
4. The Teams app has been downloaded onto the computer device (see page 3)
5. Forvideo, the computer device must have a camera that is pointing towards the user.

Principles

The idea is that someone (the leader) sets up a meeting within Teams and then sends out a meeting
request (a link to the meeting) via email. Everyone else (the participants) clicks on the link at the
meeting time and joins the meeting.

There are three parts to this document:

1. Download the app
2. Setting up a meeting
3. Starting and participating in a meeting.



Download the app.

Teams will run on a PC, a Mac, an Android Phone/Tablet or an iPhone/iPad

If you click on this link https://products.office.com/en-gb/microsoft-teams/download-app using your

favourite browser, it opens a page like this:

=. Microsoft | Office  Microsoft Teams Plans and pricing Features - Resources - Download Teams Buy Office 365

Download Microsoft Teams on
any device

Connect on Teams anywhere with Windows, Mac, i0S and Android devices, or bring remote
participants into meeting spaces of all sizes with Teams.

Download Teams

Click on the ‘Download Teams’ button and enter your email address to be sent the link. Then open
the email that has been sent to you (check your Spam folder if it doesn’t appear) and click on the
‘Download the app’ button at the bottom of the page. If you want to install it on more than one

device, just open the email on each device you have.



https://products.office.com/en-gb/microsoft-teams/download-app

Setting up a meeting

Please note that to set up a meeting, the leader MUST have a Microsoft email address. If you don’t
have one, you can ask the Scouts IT people for one. You also need to set it (the email) up on your
preferred device so you can get at the mail and calendar. If you don’t know how to do that, ask
Google or your favourite IT helper.

You don’t need a Microsoft email address if you are just joining a meeting that someone else has set
up.

To set up a meeting, open the Teams app on whatever device you are using. If you need to login, a
screen similar to this should appear:

i Microsoft Teams — X

Microsoft Teams

$.9

Enter your work, school or
Microsoft account.

Sign-in address

Not on Teams yet? Learn more

Sign up for free




Enter the Microsoft email account and, if asked, enter the password. The system will log you in and
this screen will appear (on a PC):

& Search for or type a command e - O
Teams g General Posts Files Wiki + ® Org
Your teams
GMIN Training Tem Welcome to the team!
R — Here are some things for you to get started.
Test for VC
e
LI (T
T
M '
V']
Add more people Create more channels Open the FAQs
&' Norma Brandon has added Mole and 7 others to the team.
20 August 2019
T District Commissioner (Pennine) 20/08/2012 20:46
Norma Brandon hello
<+ Reply
Start a new conversation. Type @ to mention someone.
28" Join or create a team 3 A & OB S g - B

On the left side of the Teams window, you will see a list of icons like this:




Click on the one that says “Calendar” (the third one down) and the window will change to a calendar
view.

© Search for or type a command e |
[{] Today < > March 2020 [ Working Week

23 24 25 26 27
onday Tuesday Wednesde: Thursda Frida

Test6
District Commissioner (Pennine)

Test7
District Commissioner (Pennine) B

Select the times you wish for the meeting, or click the button at the top that says “New Meeting”. A
new window will open similar to this:

Search for or type a command

New meeting Details Scheduling Assistant

Time zone: (UTC+00:00) Dublin, Edinburgh, Lisbon, London

& Ii«c\c title
iy Add required attendees + Optional
24 Mar 2020 08:00 4 24 Mar 2020 08:30 v 3m @ All day

[} Does not repeat v

= Add channel

@ Add location

B 7 U S| % A M paegephv I, | = =

]
k
i
I
@
i

Type details for this new meeting

Enter the meeting title. You also need to add one recipient in order to get the [Send] button to
appear (it will replace the [Save] button you can see in the picture above. If all your users have
Microsoft accounts, just add them into the recipients list and ignore the next few paragraphs. When
you click [Send], all recipients will get the link.

If none of your participants have Microsoft accounts, then you need to send the email to a dummy

account and then open the invite from your calendar, copy the link and create an email to send it
with.



So. find a relevant address to use (for our county, I've created a dummy account and let them use
that). Fill out the rest of the form as appropriate and click on [Send]. The form will close and the
entry will be updated in the Teams calendar and your Microsoft account calendar.

Now you need to get the link to pass on to everyone who you wish to join your meeting. So, open
your email calendar entry (not the Teams one) and find the meeting request. Open it and it should
look like this:

File Meeting Insert Draw Format Text Review Help Q Tell me what you want to do

g Appointment @ f_l_/] [EE Address Book
me=e O \Z CHE R

LS Scheduling Assistant & Check Names

Cancel o . Schedule . Skype Online Meeting Contact
i - i % Tracking ~ i ; Iﬁ Response Options -
Meeting aMeeting | 5 9 Meeting Meeting Motes Attendees ~ & P P
Actions Zoom Show Skype Me.. | TeamViewer  Meeting M... Attendees

ﬂ Mo responses have been received for this meeting.

From do@pennine-gmn.org.uk
:El To.. Invite (dummy account]:
send | gypject Meeting &
Update
Location
Start time Tue 24/03/2020 E| 09:00 - |:| All day event
End time Tue 24/03/2020 E 0%:30 hd
Hello

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

The text “Join Microsoft Teams Meeting” is actually a link that you will be sending out to all your
participants.

On a PC, hover the mouse over the text “Join Microsoft Teams Meeting”, right click and select “Copy
Hyperlink”. On an Android or iPad/iPhone, use whatever tool you should to copy the hyperlink.
(Press and hold on an iPad — not sure on the others).

Now, open your email, create a new email and paste the link you copied into the body of the text.

It should look something like this:



Untitled - Message (HTML)

Draw Options Format Text Review Help Q Tell me what you want to do

o ) = o= |n 2l 88 [} Attach File - = - D
D AN |=~i=~|/ &lay :}‘@ \E—| D) 4

U Attach ltem ~ B ! _ .
Paste B I U | A Address Check Assign Insights View

Book Mames @‘Signature' Policy ~ + Templates
Clipboard = Basic Text Mames Include Tags l2| Sensitivity Iy Templates | .~

From ™ | globaladmin@gmnscouts.org.uk

[ AAA Pennine Explorers;

1=

|
= |—| |
|
|

A meeting requesﬂ

Please join my team meeting by clicking on this link:

Join Microsoft Teams Meeting

Fill out the “To:”, “CC:” or “BCC” and subject as appropriate and send it out to whoever you want to
join your meeting.

The two sections below have some specific information for Android, iPad and iPhone screens. You
should read the above sections first.



Setting up a meeting on an Android Phone
Start up Teams on your Android device and login as normal:

12:59 ¢ O 0.12K/s % @& A A 100% i

Microsoft Teams

Welcome to Microsoft
Teams! A happier place for
teams to work together.

‘ Sign up for free ]

Learn more




From the main screen, click on the Calender icon at the bottom of the page and you will get this
screen:

1303 M O 0.00K/s % @ A £ 100% i

— Calendar O\

Join Scheduled Meetings

You have no meetings scheduled for a

week
2
=]
Q &) e = (S
Activity Chat Teams Calendar Calls

Click on the round Calendar icon at the bottom right (see picture above) and enter all the details as
per the screen below:

10



13:05 M I O 1.27K/s % o LA 4 99% 18
X New event 7
V4 Meeying 12
Lo Add participants

I Invite (dummy account) X

Free

@ Share to a channel

® All day
Sun, 5 Apr 2020 13:30
Sun, 5 Apr 2020 14:00

Free: Apr05 17:00, 17:30, 18:00, 18:30

© Location

Y Repeat Never

© Show as Busy

B Description

Add the dummy account if needed and, when done, click the tick mark to save and send it to the
dummy account (if you have non Microsoft users).

If all your users have Microsoft accounts, enter them here and send it. You can stop here.
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Otherwise, you need to open the meeting invite, copy the link and email it out. Open the calendar
link, and press and hold the link as shown below. A small menu should appear. Select “Copy”

1434 &% = [ M O 1.23K/s > o A A 70% &

X Description Vv

- Cut Copy Share Selectall

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

Open up your email, create a new message and paste the link in there. Add the recipients and
subject and send the email out.

12



Setting up a meeting on an iPad or iPhone.
On an iPad or iPhone, Teams should be automatically logged in and read for you to use. When you
click on the calendar, if there are no meetings, this screen should appear.

13:21 Sun 5 Apr

= O\ Calendar

@ Activity

Updating your schedule...

Chat
Type a new message
MW e @A
a Chat Eﬁ% Teams

(Cancelled) Meeting 10

ﬂ Calendar

Details

R, calls

More

{] Files

©
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Click on the calendar icon at the top left (to the right of the word “Calendar” above) and you should
see this:

Cancel New event

ritle

Add participants

Share to a channel

All day \‘
Start 5 Apr, 13:30

End 5 Apr, 14:00

Repeat Never >

Location

Show as

As above, please fill out all the relevant details (include the dummy account if you need it) and click
{Done] at the top right to send out the invite. As before, if all your participants have Microsoft
accounts, that’s all you need to do.

If not, then you need to find the calendar entry, copy the link and email it out. However, there is a
slight issue in that you cannot get at the link using the iPad/iPhone Outlook calendar, you need to
get it from the Apple calendar.
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Open the Apple calendar and click on the relevant calendar entry. A screen like this should appear:

14:56 Sun 5 Apr = 95% @)
April 2020 Doy Wesk | Month | Ve Q +
Meeying 12 Edit
Mon Tue Wed t Sun
Sunday, 5 Apr 2020 13:30t014:00 ——M
1 |4 (5)
*hmoted (reeme e LKL
14:00
[ wttteset 18:00
5 * ttteset 15:00
15:00 [otteset [uteset
i 16:00 |
6 7 8 | 12
« Cancel bank account 1100 Goinghome? |
* Alan Sharkey's Z0o...20 00 Calendar e Calendar
Invitees 2>
@ Invite
@ Norma Brandon (optional)
15 i 19
Aleit None > [Karenseihday
Notes

2 2 2 Join Microsoft Teams Meeting<https://
0 1 2 teams.microsoft.com/l/meetup-join/ .
* Beaver leaders mee..o<:5c  Training meeting 0420 |« Pennine validk 199/ 33meeting M2EzNzMxMzktNzZJMSOON ] % e Day
MXLTg4NTEtZGlyNjRmMGYyOTdi%40thread.v
2/0?
context=%7b%22Tid%22%3a%22d4137f1d-8

27 v 28 29 Show All Notes >

* Norden Beavers 03:00

Delete Event

Today Calendars Inbox (1)

Press and hold on the link shown and the following screen will appear:

Open in Teams teams.microsoft.com Hide preview

Open in Safari Microsoft Teams

Add to Reading List Stay in the loop al:!d access your
team's conversations, files and

meeting on the go

Copy Link

Get the Teams app

Already have the app?
Open it

Share...

Click on “Copy link”. Then, open your favourite email package, create your new email and press and
hold to bring up the paste menu as shown below:
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15:00 Sun 5 Apr

X New Message
dc@pennine-gmn.org.uk v

To:

Cc/Bcc:

Alan Sharkey
DC - Pennine District

Then send the email as before.
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Starting the meeting
As the leader, you will need to start the meeting. To do this, go to the calendar in Teams and you
should see this on a PC:

& Search for or type a command e — O
B T
[E:I Today £ > March 2020 - April 2020 [il] Week
30 31 01 02 03 04 05
fonday Wednesds Thursda: Fridiay Saturda Sunday

Meeting 10

Search for or type a command

Choose your audio and video settings for

Meeting 10

Join now

& @@ 53 PCMic and Speakers

Other join options

o4 Audio off [#) Add a room

Click on the [Join now] button to start the meeting.
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Getting participants to join your meeting

Each participant should have the event as a calendar entry. They need to open it to get at the link.
Here’s an example in Outlook:

Meeting 11 - Meeting

=] N E F e ||a Q E?- @

Delete | Respond Meeting Calendar Quick Mave Tags | Editing | Speech | Zoom | Customer | Insights
M Notes Steps ~ - h M - Manager
Delete Meeting Notes | Calendar |Quick Steps [ Zoom ~
District Commissioner (Prestwich Radcliffe and Whitefield) © District Commissioner (Pennine] 11:38
bc Meeting 11
(]
ﬁ Please respond. v
When 05 April 2020 12:40-13:10 Location ~
12
Meeting 11; District Commissioner [Prestwich Raddiffe and Whitefield)
13
14

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

And here’s an example from an iPad’s calendar.

11:40 Sun 5 Apr = 100% (m.)
April 2020 Day Week  Month  Year X+
Meeting 11 Edit
Mon Tue Wed t Sun
——  Sunday, 5 Apr 2020 12:40 013110 ————
1 (5]
+ Ring Dad . N3
* Meeting 11
13:00
14:00
15:00
6 7 8 12
Scheol Easter hols in Rochdale
« Cancel bank account 11 Going home? Calendar Calendar
+ Alan Sharkey's Z0o..
Invitees 1

(0 Alan Sharkey

13 14 15 Alert 15 minutes before > ! 9
School Easter hols in Rochdale
OnePlus announcement . Karens Birthday
Join Microsoft Teams Meeting<https://
20 2 22 teams.microsoft.com/l/meetup-join/ ! 26
« Beaver leaders mee..0a:30 | + Training meeting 1o |+ penninevatias 19763ameeting NTMyYTYyMDYtZTY3Yi00ZD St Georges Day
RhLThjNDctNju2YWU30WQ3MGRk%40threa Matthew
d.v2/0?
context=%7b%22Tid%22%3a%22d4137f1d-8
Show All Notes
27 28 29

* Norden Beavers Delete Event

Calendars nbox

Whichever device you use, you click on the link that says “Join Microsoft Team Meeting. That should
start Teams and connect to the meeting.
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