Teams Meeting Guide
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Note.

Voice and video meeting should always be on local machine, running from Citrix or Terminal server would give much
delay.



Create Teams meeting from Outlook (Requires Teams is installed)
Click “New Items” & Meeting
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Click the Teams button:

Handlinger

Fill out form as usual:

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

B, Title

Send

Required

Optional

Start time i 12-03-2020 e R ED] ~ Oanday [ @& Timezones
End time i 12-05-2020 E 11:00 w| 4 Make Recurring

Lecation Microsof‘t Teams-mede

Deltag i Microsoft Teams-mgde
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Create Teams meeting from Outlook WebAccess:

(https://outlook.office365.com)

Click calendar view in the bottom left corner
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Enable “Teams meeting” and fill out form as usual

Save [a] Discard [ Scheduling Assistant Busy ~ ¢ Categorize ~ [E] Response options

® Add a title & > Tue
,Q Invite attendees Optional
© 12 May 2020 1100 ~ to 1130 ~ @ Aldy@® ) 1
i3  Repeat: Never -~ 2
@  Search for a room or location Teams meeting o 3
{5} Remind me: 5 minutes before ~~ 4
= Add a description or attach documents 5
6
= O %



https://outlook.office365.com/

Create Teams meeting from Teams application/online:

Note. This also applies to teams webapp: https://teams.microsoft.com/
Click Calendar tap and click “+ New meeting”

= Search or type a command
Calendar 54 Meet now
¥] Today < > May2020 ~ ) Work week
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10 AM

O

Fill out form as usual (No need to mark it as a Teams meeting) and click save.

New meeting Details Scheduling Assistant “ Close

Time zone: (UTC+01:00) Brussels, Copenhagen, Madnid, Paris

& Add title

Rl Add required attendees + Opticnal
May 13, 2020 9:30 AM ~

May 13, 2020 10:00 AM ~ 30m @ All day
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= Add channel

® Add location
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Type details for this new mesting



https://teams.microsoft.com/

