Here are the steps to create and invite people to a Teams meeting
Step 1.

Either open the Outlook App on your computer
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(Office 365)

Next, select the Calendar Icon on the bottom left of the page.

Then click on ”"New event” at the top left of the page.




Step 3.
(Outlook App)

- Fill'in the Title

- The people or groups you’d like to invite in the Required field

- The date and time of the meeting

- And put in any important details about the meeting in the body of the email

Then Send it off

@ You haven't sent this meeting invitation yet.
This appointment conflicts with another one on your calendar.

B Title

Send Required
Optional
Start time Tue 2020-03-24 ﬁ 1:30 PM - T Al day ] @ Time zones
End time Tue 2020-03-24  [] || 2:00PM v| 4 Make Recurring

Location Microsoft Teams Meeting El Room Finder

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options




(Office 365)
** Make sure to set the location as: Teams meeting **

- Fill'in the Title

- The people or groups you’d like to invite in the Required field

- The date and time of the meeting

- And put in any important details about the meeting in the description

Then Send it off

Save [i] Discard [ Scheduling Assistant Busy ~ <J Categorize ~ [E] Response options

¢ Add atitle

R Invite attendees Optional
© 3242020 200PM  ~ to 230PM ~ @ Alday@® )
&3 Repeat: Never

Search for a room or location @5 Teams meeting

@

'Ej Remind me: 15 minutes before -~

Add a description or attach documents
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Steps to join a Teams Meeting

Step 1.
You Should have received an email with something like the below. Click on Join Microsoft Teams Meeting

(© March 24,2020 1:30 PM-2:00PM ~ Q  Microsoft Teams Meeting

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

It should open a browser and it may ask you to sign in. If it does then sign in with your district email account.

Bf Microsoft

Sign in

Email, phone, or Skype

No account? Create one!
Can't access your account?

Sign-in options




Step 2.
After you’ve signed in. If it didn’t ask you to sign in, you should see the page below.
It will give you the option to download the App or open join via the web.

Most district computers should have the Teams App installed so Teams might automatically open once you’ve reached
this page.

2adms

Experience the best of Teams meetings with the desktop app

Download the Windows app

Already have the Teams app? Launch it now

Join on the web instead

If Teams doesn’t automatically open, click on Download the Windows app and run the installer.

What do you want to do with
Teams_windows_x64 s 8D7D03AA25C8EDE-7-0_.exe (93.2 MB)? Run Save ~ Cancel X
From: statics.teams.cdn.office.net

From there Teams will install and automatically join you to the meeting.

Just press “Join now” and you should be good to go.

Join now

@ PC Mic and Speakers




Many people like to use Zoom for conferencing. Here are the steps to add, and sign
in to, the Zoom plugin.

Step 1.

Launch the Teams app. Select the apps icon on the left sidebar

Step 2.

There is a column on the left side. Under “Apps, there is a “Search All” filed. Type “Zoom” into the search bar and click
on the Zoom Tile

-‘ Zoom
Communication

Seamlessly start, schedule and join Zoom
meetings from Microsoft Teams. Meet happy
with flawless video, clear audio, and easy...

All

Personal apps

Bots
Step 3.
On the popup, select “Add”

Zoom
.‘ Communication, Productivity, IT/Admin

Step 4.



Now, down the left column, Zoom has been added. If you do not see it, click on the “...”, in my case the dots are under
Files




Steps to log in to Zoom using Teams

Step 1.

Press the Zoom icon on the bottom of the chat window. Select either “Start a meeting” or “Schedule a meeting”

Start a meeting

Schedule a meeting
Type a new message

@

Step 2.

You will see a popup like the one below. Press Sign in.

Zoom
Start a meeting

Sign in to Zoom and Micros...

You'll need to sign in to use t...

Sign in

Step 3.

Next you will see and Zoom login page. Fill in with your Zoom account info. If you don’t have and account, you can either
Press “The Sign Up, It’s Free” or you can create an account at https://zoom.us/

[ https://zoom.us X
Zoom SIGN UP, IT'S FREE
[ Email address ]

Password

or

G | Signin with Google @ Help

-



https://zoom.us/

Step 4.

You will see another popup asking for access. Scroll down and select Pre-Approve then press Authorize.

i https://zoom.us
ZOOI n SIGN OUT This app requires your pre-approval

Microsoft Teams is requesting access to
your Zoom account

Authorize Decline
Authorize Decline @ Help

Step 5.
The next popup you will see if the Microsoft login, this is where you put in your district email and password.

** You may see another popup with and other Username
and Password field, you can simply enter in your district

B® Microsoft account info again.

Sign in
Email, phone, or Skype =l Microso

(¢]
No account? Create one! Trying to @
Can't access your account? .

Authenticate
.
Sign-in options For: autologon microsoftazuread-sso.com:443
Cancel

Then that is it for the sign in process. You won’t have to sign into
Zoom in Team again.

Start a meeting

Schedule a meeting

You can now schedule a zoom meeting within Teams.




Steps to Start or Schedule a Zoom meeting within Teams

Step 1.

After you’ve completed the sign in process you can press either
“Start a meeting” or “Schedule a meeting” from within a chat or
team chat. Schedule a meeting

Start a meeting

** Remember to press the Zoom button in the chat group or

. L @) q
team that you'd like to invite. X (-

Step 2.

“Start a meeting” will have a popup window with a Topic field. Fill in this filed with the title of the meeting.

Zoom
Start a meeting

“Schedule a meeting” has a similar popup.

. . . Z
- Fl“ N the TOpIC. - Sf‘rr_';:h:-anwr_‘ting

- Set the date and start and end times. Schedule a Meeting

Topic
In most cases the default time zone is fine. Zoom Meeting

There are also options to set a room and a P ' el '
25 Mar 2020 10:30 AM 25 Mar 2020 11:30 AM
password.

Time Zone
(GMT-07:00) Vancouver

Rooms (Optional)

Password (Optional)

Clicking Save will add Zoom to this chat. By using this app, you agree to its pr
and terms and conditions.




Step 3.

Next the meeting invite will be generated in your chat box. You can "Add more info here" if you would like to.

W Zoom

@ 7oom
Johnathan G. Hall Schedule a Zoom Meeting

Test Meeting

Zoom Meeting

Meeting ID: 355007842 Wed Mar 25, 2020 12:00 PM - 01:00 PM

Meeting ID: 625-840-184
Join Now Host: Johnathan G. Hall

ht

Accept

Step 4.

Next just send the chat message and any one in that chat group or team will be able to join. The scheduled meeting will
be added to the calendar of anyone in the chat.

Accept Decline




Steps to join a Zoom meeting

Step 1.

Press either ”Join Now”, or if it was a scheduled meeting, then press the zoom.us link

@ Zoom B zoom

test Johnathan G. Hall Schedule a Zoom Meeting

Meeting ID: 528019525 Zoom Meeting
. Wed Mar 25, 2020 10:30 AM - 11:30 AM
Join Now
Meeting ID: 719-398-444
Host: Johnathan G. Hall

https om 19398444

Accept Decline

Step 2.
This should open a browser window, automatically download the Zoom app and open to what is shown below.
From here select Join with Computer Audio and you should be in the meeting.

** |f it was a scheduled meeting then the you may be in a lobby until the meeting starts.

L=
@« ,
Talking:
Meeting Topic: test
Host: © Join Audio X
Invitatio

Participa

Test Speaker and Microphone

Automatically join audio by computer when joining a meeting D

Join Audio Share Screen Invite Others

Join Audio Start Video Invite Participants Share Screen Record



Steps to changing video or audio sources in Teams
Once in a call you can change your audio or video options.

Step 1.

Move your mouse until you see the control bar show up then press the 3 dots.

Step 2.

Next a menu will popup. Select Show device settings.

£33 Show device settings

I Enter full-screen

00 Hold

@~ Transfer

25 Consult then transfer
lur my background

i Keypad

@ Start recording

4 Turn off incoming video

Step 3.
This should bring up a panel on the right.
From here you can adjust:

- The speakers to use

- The microphone to use

- The volume levels for both your speakers and microphone
- The camerato use

Device settings

Audio devices

PC Mic and Speakers

Speaker

Speakers / Headphones (Conexant 5... .~

) ————e

Microphone

Intemal Microphone (Conexant Smar... ~~

Camera

Integrated Camera




Steps to changing video or audio sources in Zoom
Once in a call you can change your audio or video options.

Step 1.

To change the settings for audio
select the arrow beside the Mute
button

Step 2.

From the audio settings menu you can change the microphone or speakers

Select a Microphone
Microphone (ManyCam Virtual Microphone)
v Internal Microphone (Conexant SmartAudio HD)

Same as System

Select a Speaker

LCDZ2AWMCX (Intel(R) Display Audio)
Speakers (EPSON Projector ENP Audio Device)

v Speakers / Headphones (Conexant SmartAudio HD)
Same as System
Test Speaker 8 Microphone...
Switch to Phone Audio...
Leave Computer Audio

Audio Settings...

Select a Camera

v Integrated Camera

Video Settings...
Choose Virtual Background

/1

Gtart Video

To change the setting for video
select the arrow beside the Start
Video button
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