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TEACHING WITH TEAMS: ESSENTIALS

Creating Teams sessions can be done from Teams, Outlook, and Canvas, but the method you use
depends on your purpose and where you want it to be seen by your students or colleagues. The three
following options will be covered in detail in this guide.

e Create a meeting through a Class Team: Use this method to hold scheduled
synchronous class sessions.

e Create a meeting through Calendar Event Invitation (Outlook or Teams): Use this
method for scheduling one-on-one or small group meetings with colleagues.

e Create a meeting from inside of Canvas: Use this method to create meetings OUTSIDE
of a Class Team. These meetings are NOT CONNECTED to your Class Team.

Creating a Meeting from Inside a Class Team

If you have created an integrated Microsoft Class Team for your Canvas course, this is the
recommended method for setting up meetings.

To access the Class Team, click on Teams from the top left side of the Teams App. Select the
(VN Team that is named the same as your class. It’s also possible to access the Class Team from the
navigation panel in Canvas.
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Once in the Class Team, make sure the General Channel is selected.

General |
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At the top of your screen is a menu ribbon, choose the drop-down arrow next to the camera
icon, and then choose Schedule a meeting.

n General Posts Files Class Notebook Assignments 1 more v ap B Team C:JnMeet

G Meet now

@ Schedule a meeting

Give the meeting a title, set the dates, provide a description, and select Send. You can

either make a one-time meeting or set the meeting to repeat throughout the semester. To

make a meeting that repeats throughout semester, choose the Does not repeat dropdown
and select Custom.

0, By default, repeat meetings do not have an end date. Selecting Custom allows you to put
Don't in an end date. Otherwise, unless adjusted, meeting times will populate in your calendar in
perpetuity.

New meet... Details Scheduling Assistant Close

Category: None ~  Time zone: (UTC-05:00) Eastern Time (US & Canada) ~ -

2 | Addtitle
S Add required attendees + Optional
®© | ss6/21 3:00 PM
5/6/21 430PM ~ 1h30m @  Allday
D Does not repeat

“ Innovative Ed Digital Learning GRP > General

©  Add location
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Type details for this new meeting

L Using this method of meeting creation, you will not need to Add required attendees as
Quick everyone in the group will have access. If you’d like to add a guest to the session, you must
add them to the Class Team itself.
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The meeting is now scheduled. You and your students will have access to the meeting through
either the General Channel for the Class Team or in the calendar (Outlook and Teams). Join
the session by clicking on the meeting title.

Ventor, Victor 721 PM
® Scheduled a meeting

@  (Class Meeting Area

a Occurs every Mon, Wed and Fri @3:00 PM

S0

1 BACK TO TOP

Creating a Meeting Through the Calendar (Outlook and
Teams)

This method of meeting creation is typically used to schedule a meeting with fellow colleagues. The
meeting will go to all invited attendees’ Outlook and Teams calendars. Whether the meeting is created
in Outlook or the Teams calendar both areas will be populated. This tutorial will explain both processes.

Ill?ll'l Due to changes in Teams permissions, it is not recommended to use this method for
making class sessions. However, it still remains the recommended option for small groups
and meetings with colleagues.

Create a Meeting in Outlook

Open your Outlook calendar and right-click on the date of your Teams meeting. Choose New
[0y Meeting in the dropdown that appears.

20

New Meeting I

New Appointmen |
New All Day Appointment

Day View
Work Week View
Week View

27 v Month View

List Format

Manage Additional Time Zones...
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A meeting dialog box will open. Fill in the information. Select the +Invite icon to add your
attendees. Then select the Teams Meeting icon.

coe Hood s S08 i d

Organizer Meeting  Format Text
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e > ﬁ E FCD = * E O Busy a
’->| E Show As: D Busy Send Cancel Appointment Scheduling Teams Q 5 Minut ~
[Ej i‘ Meeting utes b4

<>

Save & Delete | Invite

Close Q Reminder: 5 Minutes

<>

From: | Calendar - Arleen Janz <

To: | @ Janz, Arleen

Subject: lTeams Meeting Subject: Teams Meeting

Location: online Location: online

ng:k The Teams Meeting button is only available after someone is invited. If you would like the
option to create a meeting and add attendees later, you can put in your own email address
and invite just yourself to the meeting.

After the Teams Meeting icon is selected, you see a line appear that states, “Teams meeting
details will be added after you send the invitation”. The meeting will be created and
embedded in the calendar invitation.

(D This invitation has not been sent.
(1) Teams meeting details will be added after you send the invitation.

Send the invitation. You and those invited will receive the meeting invitation in both the

Outlook and the Teams Calendar. Clicking on the calendar invitation will provide an option to
Join the meeting.

13 1A ac E

Teams Meeting

O e

Thursday, August 20, 2020
8:00 AM to 8:30 AM (30 Minutes)

Delete Event
20

8:00 AM_Teams Meeting; |

Join Microsoft
Teams Meeting <https://teams.microsoft.co...

online
Online Meeting Join \
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Subject: | Teams Meeting
B e NOTE
Location: online q o .
Duration: ( 30 Minutes [ O All day event Access to the meeting is not restricted to only those who
Starts: | 8/20/2020[[E]] [ 8:00 AM were invited. Anyone with the meeting link can join.
Ends: | 8/20/2020|[F]] | 8:30 AM Double-clicking on the invitation will display the meeting

link that can be copied and pasted to others. If including
the call-in number, make sure to include the Conference
ID. Attendees outside of USF will be considered guests and
Join Microsoft Teams Meeting sent to a lobby before entering.

+1 813-694-2079 United States, Tampa (Toll)
Conference ID: 108 822 942#

Local numbers | Reset PIN | Learn more about Teams | Meeting options /r BACK TO TOP

Create a Meeting in the Teams App
This method allows you to create a Teams meeting within Teams, which will populate to both

your Teams and Outlook calendars.

Open your Teams app and select the Calendar. When the calendar opens, select + New
0y meeting. Or you can double-click on a date.

Activity _

@ D:4 Meet now + New meeting

83 B Work week Vv
Teams
& 06 07
Assignments Thursday Friday
a
Calendar

Fill in the details on the screen that opens. Add a title, at least one Required Attendee, dates,
and meeting details and select Send.
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New meeting Details  Scheduling Assistant Close

Time zone: (UTC-05:00) Eastern Time (US & Canada) »  Response options

2t Add title
& | Add required attendees + Optional
Aug 4, 2020 400PM v
Aug 4, 2020 430PM v 30m @ All day
& | Doesnotrepeat -

8 Add channel

© Add location

B 7 U S ¥ A M raagraph v

Type details for this new meeting

The meeting will populate in your Teams and Outlook Calendars. People you set as attendees
will receive the meeting invitation as well. Clicking on the calendar invitation will provide an
option to Join the meeting.

@‘1 Meet now I
My calendar 2 )

Teams Meeting

Aug 20, 2020 8:00 AM - 8:30 AM 20

X Thursday
Join Edit

Teams Meeting
online Janz, Arleen

®© online

E] Chat with participants

Janz, Arleen

Organizer

(e

B 7 U S|V & » paagraph v AR NOTE

Access to the meeting is not restricted to only
those who were invited. Anyone with the meeting
Microsoft Teams meeting link can join. Double-clicking on the invitation will
display the meeting link that can be copied and
pasted to others. If including the call-in number,
make sure to include the Conference ID. Attendees
Or call in (audio only) outside of USF will be considered guests and sent

+1813-694-2079,626993159# United States, Tampa to a |obby before entering‘
Phone Conference ID: 626 993 159#
Find a local number | Reset PIN

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

Learn More | Meeting_options

1 BACK TO TOP
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Create a Meeting in Canvas

This method allows you to create a Teams meeting within Canvas. You can invite your entire class, and it
will populate to both your Teams and Outlook calendars. This is NOT CONNECTED to your Class Team.

Select the Microsoft Teams meetings link in your Canvas navigation panel. Then select

(VU + New meeting. If the link is not there, you must activate through the Navigation tab in your
Canvas settings.

— Presentation Demo Course > Presentation Demo Course

° " . -
tome * Microsoft Teams Meetings

Announcements
ﬁ Today December 2021 v
Syllabus
Friday, December 3 . Today
Modules
Grades 10:30AM | Office Hours m RSVP ~
N §
2h Y Arleen Janz invited you
People

Microsoft Teams
meetings

Microsoft Teams
classes

Fill out the invitation as usual. To include the entire class, select Add entire class. You must
add at least one attendee. Then select Save. You can copy and paste the resulting link, should
you choose to do so.

Time zone: (UTC-05:00) Eastern Time (US & Canada) v

Z  |dd title

<o Add required attendees

Add entire class

+ Optional

@ 12/3/2021 330PM v
12/3/2021 400PM ~ 30m
> Doesnotrepeat v

© Add location
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Setting Meeting Options in Outlook or Teams

By default, anyone that joins a meeting made through Outlook or Teams will have the ability to
present. If you would like to have more control, you can make changes to the Meetings Options
area. These settings allow you to control who can present, who are just attendees, and how
guests from outside USF can access the meeting.

Meeting Options can be accessed from the text body of a meeting invitation. It can be found
(0l in both Outlook and Teams underneath the meeting link and Conference ID number.

Subject: | Teams M

e = B 7 U S|V & M pmganv AT
Location: online
Duration: |30 Minutes [ ) All day event
Starts: | 8/20/2020|[T| | 8:00 AM
: | 8/20/2020|[F]| | 8:30 AM e .
Ends: | 8/20/2020[ [ Microsoft Teams meeting

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

Join Microsoft Teams Meeting

Or call in (audio only)
+1 813-694-2079 United States, Tampa (Toll) +1813-694-2079,626993159# United States, Tampa

Conference ID: 108 822 942# Phone Conference ID: 626 993 159#
Find a local number | Reset PIN

Local numbers | Reset PIN | Learn more about Teams | Meeting options
Learn More |Meeting_options

! Access to the Meeting Options area is available in a couple of different places throughout
Quick Outlook and the Teams App. The two places described above are just the most common
places to find the link.

This opens the Options dialog box. We recommend keeping the lobby settings at default. This

makes your meeting more secure. Guests will go into a lobby area and will be accepted into

the meeting. By default, anyone in the meeting can present. You can change the Who can
present? setting to Only me.

Meeting options
) o Everyone v
Who can bypass the lobby? People in my organization and gu...
Always let callers bypass the lobby No @ Everyone
Announce when callers join or leave No ) . .
People In my organization
Who can present? I Everyone v
Allow mic for attendees? Yes SPECIfIC people
Allow camera for attendees? Yes e On|y me
Allow meeting chat Enabled v
Allow reactions Yes Q
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