:i:t;:z:gy Hosting and Participating in a
Learning Microsoft Teams Meeting

Video meetings at UWTSD are now run through Microsoft Teams — for
information on Arranging a Teams Meeting or Joining a Teams Meeting
having received an invitation or link, please see our specific guides. This
guide will explain how to effectively participate in a Teams Meeting.

Pre-Meeting Screen

When you click the Join Microsoft Teams Meeting link you will enter the pre-meeting screen with the
following options:

U ‘ "j £03 PC Mic and Speakers

Video on/off Blur background  Microphone on/off  Adjust Mic/Speaker settings
&9 Audio off % Phone audio (=] Add aroom

Audio off (avoids echo when there’s another mic and speaker in the same room)
Phone audio (if you don't have a headset and it's inappropriate to use speakers)
Add a room (link video-conferencing equipment where available)

Join now Join the meeting

In the Meeting

Once you're in the meeting, when you hover your mouse over the main meeting area you will see the
following options:

n Video on/off Mic on/off -l Share Content - please see our Sharing Content guide.
m More options (see below) Open meeting text chat window

Open Participants window - from here, Presenters can invite others to join, mute all attendees
collectively or individually, remove individual attendees, pin a particular attendees video to be
CU always visible and change participants’ status between attendee and presenter - please see our
guide Presenters and Attendees in Teams Meetings for a summary of what these roles can do.

¢23 Show device settings

The More Options menu

Show device settings - adjust your webcam, mic and speaker settings

Show meeting details - a summary of the meeting details

Enter full-screen - increases the size of the meeting window % Blur my background

Blur my background - blurs your background to improve your privacy

Keypad - currently of no use as UWTSD telephony remains through Skype for Business

Start recording - see our Recording Teams Meetings guide

Turn off incoming video - turns off attendees video - this can reduce network load.
Hang up - please note the meeting will continue after you leave, even if you're a Presenter.

(@) Show meeting details

T Enter full-screen

i Keypad
(© Start recording

(A1 Turn off incoming video
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