Using Microsoft Teams for Group Presentations

Center for Innovation in Teaching and Learning

This document looks at how to create a MS Teams meeting, start a meeting, recording a meeting, make participants
presenters, sharing a screen or presentation, and sharing the recording with others.

Create a MS Teams Meeting
1. You can create a Teams meeting several ways. Here we are going through how to setup the meeting through
using Office 365 and Outlook on the Web.
2. Login to Tech Express and select the Mail icon.

Mail
3. Select the Calendar

Outlook

~ Favorites
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4. You can either select New Event or click on a time when the meeting should start to begin creating a
meeting.

QOutlook

New event
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a. AddaTitle
b. Invite the attendees
c. Check the date and time
d. Select to enable the Teams Meeting toggle
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e. Enter a description or attach documents needed for the meeting (optional). The Teams meeting link
and information will be added to the description field automatically after Save is click

E# Scheduling Assistant  [£] Response options Busy ~ {J Categorize w ©

22 |add a title

O Invite attendees Optional

© 471972022 = 12:00PM ~  Allday @ @
4/19/2022 E 1230 PM ~ £ Repeat: Never

@  Search for a room or location Teams meeting @

75 Remind me: 15 minutes before ~°

= Add a description or attach documents
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5. Click Save

This will send a meeting request to each of the invited attendees for the meeting with the Teams meeting link and
details.

Start a Meeting
1. Select the meeting in your Outlook calendar (or if you already opened Teams, select the Calendar link to the

left.)
2. Select the “Click here to join the meeting” link in the description to join the meeting.

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

3. You may get a prompt to Open with Microsoft Teams if you have the desktop application.
4. You will have some options to Join the meeting. You can set your camera and microphone prior to joining.
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5. Click the Join Now button.

e your audio and video settings for

Meeting in "General”

2- Plantronics BT600

Other join options

C]x Audio off

Recording a Meeting

1. Once the meeting has begun, you can select the More menu that has three dots {(...).
2. Select Start Recording

Show device settings
5] Show meeting notes
i) Show meeting details

O Enter full screen

Gallery v

Large Gallery (Preview)

: Together mode (Preview)

%% Show background effects

i Keypad

O Start recording

o End meeting

Y Turn off incoming video
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3. When the meeting is over, you will select Stop Recording. If you forget and the meeting is closed, it will
automatically stop the recording and begin processing the recording.

Make Participants Presenters

As people enter the meeting, you can make them a Presenter to allow them access to share their screen if needed.

1. Select the Show Participants icon

2. A window will open with the people who are currently in the meeting and those who were invited.
3. When you scroll over a user, the microphone icon turns into a ... icon.

Attendees (1)

EC. Cornell, Emma (ewcornell42)

4. Selectthe ... icon and then Make a Presenter.

Attendees (1)
EC. Cornell, Emma (ewcornelld2)

Suggestions & Mute participant

§ {5  Disable Mic
Math

[& Disable camera

FF.:. Fre £ Pinfor me

o) R
9 Norr =@ Remaove from meeting
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5. There will be a message that informs you and the participant that they have been changed to a Presenter.

Make a presenter

Sharing a Screen or Presentation

Only those who are Presenters can share their screen.

1. Select the Share icon

2. This opens the options available to share. You can choose from a screen (or multiple if you have more than
one screen), specific open documents/presentations, and programs.

Screenshare PowerPoint Browse ‘Whiteboard

= ,] ,:. ~

Desktop/Window iLeam Semester Wrap-up... iLeam Semester Wrap-up.. Tennessee Tech Universit..  Tennesee Tech University ..  Math.pptx Qualtrics Training Part 1...  PowerPoint accessiblepptc  Microsoft Whiteboard

a2

EmployeePerformance Ev...

3. Select the option you want to share and it should show for all participants.
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If it doesn’t work, you might need to unshare (by selecting the same Share button, now and X) and try again.

The Whiteboard that is built-in to Teams does is not recorded. If you need to write on something, you can use
another application or download the Whiteboard application and open it from the application on the machine.

Finding and Sharing the Recording with Others

Whoever selects to start the recording will own the video file. This file will be added to the participants OneDrive
automatically.

1.

w

5.

Go to Tech Express and choose OneDrive (or if you are viewing your Outlook Mail on the web, select the 9
dots icon in the upper left and choose OneDrive from the list.)
Find the Recordings folder
Look for the file based on the meeting name, date and time.
You can share the file in a few ways
a. Select the option button to the left of the file, then select the Share option at the top of the window.

|2 Share| @ Copy link ' Download ]

My files > Recordings

D Name v Mod
Call with Meshitt, and 1 other-20211102_10... Nove

Quiz issues in iLearn-20210910_113503-Me...  Septq
\ Stream Conversion-20210909_150040-Mee... Sept
kStudent Presentation Options i... g Tuesg

b. Right-click on the file and choose Share

Student Presentation Options * ' : Tusaedaw ab 120
Preview

Teams Test Meeting-20210910 0,
Share

Test Meeting in Teams-202201 ¢copy link

c. Select the 3 vertical dots after the filename for a menu and choose Share.

Student Presentation OpM Preview :

Teams Test Meeting-20210910_103339-Me... [2nare g

Copy link
Test Meeting in Teams-20220124_113638-... E

Manage access

Enter an email address for anyone you want to share the video with.
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6. You can select the permissions they will have.

Send link X

Student Prese...ecording.mp4

QOnly the people you specify who have this link will have access to view-
only ©

|TD: MName, group or email

Message...

Copy link

QOnly the people you specify who have this link will have
Yy peopley .le ¥ Copy
access to view-only © >

Shared with: e e .

7. Click Send

You do not have to share with the people who were in the meeting. They can go back to the Teams chat and see the
video of the meeting.
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