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Opening Microsoft Teams

® Open Teams app or visit Microsoft Teams

https://www.microsoft.com/ar/microsoft-teams/log-in?market=er
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Opening Microsoft Teams

[ Log in to Microsoft Teams = O X
Community
® Sign in with your university email and password ¥ Microsoft

Sign in

‘ someone@example.com ‘

Next

Can't access your account?

Loading Microsoft Teams

Go ahead and log in.

eenstra has invited you t... October 4

stSB.docx November 21

You're seeing our new sign-in experience
Go back to the old one
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Main Interface

® Familiarize yourself with the layout:
Left panel (Activity, Chat, Teams, Calendar, Calls, Files),

Top bar (search and profile), and the central workspace.

I e Teams -+ &2 General Posts files Notes OneNote Notebook Planner Websit u] [c1)
ol o

I cat

1 .

1 K B Microsot Training e

I o I * Hidder ?
e | =

| o

o

I Welcome to your new team!

I I You got the group together. Go do things!

: |

L — I
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Navigating to Calendar

® From the left panel, click on the Calendar () icon to access meeting schedules

1y the Teams
_Q Team: = = && General Posts Files Notes OneNote Notebook Planner Website +1 + =] i)
= Your team
Gt
= &
1]
| - . !F ) .
—
& I ﬁ Microsof ft Training -
b 5 . ‘?.
< —
cais
Welcome to your new team!
You got the group together. Go do things
pres
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Calendar Views

® You can switch views: Day, Week, or Work week to display working days only

2 Search
[——— __\_’ _________ |
: [ & Work week ~ | | = Filter ~  » Il Meet now ~
|
|
I EI Dl.'lf" > I ra Thi T
|
I ' [E] work week 1 5
|
| [ week I
|
I Month |
I |
I [3] Split view srh. (o
I . |
I Time scale 30 minutes 1
' I
— B saved views > I
| ]




remdl ASthzds

DAR AL HEKMA UNIVERSITY

Meet Now or New Meeting

Creating a New Meeting
® Meet now: starts instantly

® New: schedules for a future date and time

G o

[ Week ~ = Filter applied ~
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Check Your Account Before Creating a Meeting

Important Reminder When Creating a Meeting v 2 conaso G O
When creating a meeting, please check which account you are using especially

if you have more than one email account. i o
® The account used to create the meeting will be the meeting organizer. ‘ﬁ?ﬁ mm;!:mfnim

® The organizer has full control over the meeting (settings, permissions, -

recordings, etc.).

|
|
|

Available | 2
Set stabus message I
|

® If you join using a different account, you will appear as an attendee and will = = = = = = = = = = = = =

not be able to control the meeting or its settings. © starbucks
MeDonahd's
Before creating a meeting o Daniela Mandera !
% danieia 3‘5?-:’_;“1.!-:: SR :

® Confirm which email accountis active. b m e m e e e e e = =

® Ensure it’s the correct account you want to use as the organizer. (@) Daniela Mandera I
e
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Creating a New Meeting

Add Title
® Enter: Title, Required attendees, Date, Start/End time, Location (optional) or Online meeting, and Details/Agenda.

Mew meeting

Mew meeting Details l%Scheduling Assistant I m

Show as: Busy Category: None ~ Time zone: (UTC-05:00) Eastern Time (US 8 Canada) ~- Response options. ™~ Require registration: None ~~ £s3 O ptic)
- .
o-f Acd Gtia e Who can bypass the lobby? ()
People in my org and guests S
e.&, Acd required attendses + Optional
o [Record automatically @I
2] 10/4/2023 12:30 ~
e I More options I
10/4/2023 13:00 -~  20m @ Al day '
o Does not repeat ~
i=l Add channel

= = i= 2?2 =

= B 7 U S | A, A Paragreph ~

Type details for this new mesting

e @ Add location Online meeting ‘:) o
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Creating a New Meeting

Add Attendees
® Type the name of a university member (from the directory) or enter an external email to invite a guest.

Mew meeting

Mew meeting Details l%Scheduling Assistant I m

Show as: Busy Category: None ~ Time zone: (UTC-05:00) Eastern Time (US 8 Canada) ~- Response options. ™~ Require registration: None ~~ £s3 O ptic)
- .
o-f Acd Gtia e Who can bypass the lobby? ()
People in my org and guests S
e.&, Acd required attendses + Optional
o [Record automatically @I
2] 10/4/2023 12:30 ~
e I More options I
10/4/2023 13:00 -~  20m @ Al day '
o Does not repeat ~
i=l Add channel

= Add location Online meeting ‘:) o

= = i= 2?2 =

= B 7 U S | A, A Paragreph ~

Type details for this new mesting
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Creating a New Meeting

Recurrence Options New mesting
® Does not repeat: one-time New meeting Detais E

Show as: Busy v Category: None ~  Time zone: (UTC-05:00) Eastern Time (US 8 Canada) »~ Response options Require registration: None 5:‘3 Optig)

® Daily: repeats every day

° of Add title e Who can bypass the lobby? \':)
Weekly: repeats Wee kly People in my org and guests ~
Ss  Add required attendees + Optional
® Monthly: repeats monthly © @ [ oty o))
G) 10/4/2023 12:30 W
® Custom: specify your own pattern ¢ | e

10/4/2023 13:00 v 30m @  Alday
(] Does not repeat v

&) Add channel

e ® Add location Online meeting D o

= B I US|V A M fwgenv | =

= | 2% e e

Type details for this new meeting
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Creating a New Meeting

Important Meeting Settings  ry— —

New meeting Details ~Scheduling Assistant

® Who can bypass the lobby

Show as: Busy v Category: None v Time zene: (UTC+03:00) Kuwait, Riyadh v~ Response options v Sensitivity: None v Qptions El
® Who can present
£ hddite Who can bypass the lobby? (7)
® H People wh ted
Allow meeting chat i i
fo Add required attendees + Optional Fueryone
® AI IOW rea Ctions = Peaple in my org, trusted orgs, and
O 9i7/2005 200PM v = 9172025 1230eM v 30m Q) Alday guests
) .
Record automatically o [ty Fope 7y rgand uess
People in my org
( ] HPaS [E  Add channel
M U te pa rtICI pa ntS On e ntry v/ People who werg invited
©  Addlocation Gline mediing D Only organizers and co-organizers

= BT US ¥ A M Prgephy | S =ElY e =B

Type details for this new masting

B addan agenda
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Creating a New Meeting

Important Meeting Settings | y— — 1
Who can bypaSS the IObby: New meeting Details Scheduling Assistant ﬂ‘

Show as: Busy v Category: None “~  Time zone: (UTC+03:00) Kuwait, Riyadh ~ Response options Sensitivity: None Options EI ‘
[ ]
Eve ryone [m= === ———
/ hddtitle I Who can bypass the lobby? (7) I
L i i i People who wers invited v
People in my organization || | FEmEwREETme !
fo Add required attendees + Optional I Everyone I
. . .
People Who Were |nV|tEd E I People in my org, trusted orgs, and I
© 9772025 1200PM v —  9/17/2025 1230PM v 30m @ ) Allday guests I
° ; ; [
On Iy 0 rga n I ZerS a n d CO'O rga n I Ze rS (s} Does not repeat I Reopie in my:org and guests I
People in my org I
[ ] H H 1l Add channel |
Tip: For external participants, : [ Peopiewno were e |
® ek liscation Grline medting D I Only organizers and co-organizers I
choose Everyone. I
= B 7T U S5 % A M Pmgephe = 0= = 20 o =@ I—- ——————— |

Type details for this new meeting

E Add an agenda
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Creating a New Meeting

Important Meeting Settings Meeting options x

Who can Present: [E] Meeting access 2 Roles

1 & Roles
" - Choose co-organizers:
-} Production tools His s e capabilities asthe ofqaniss,

Everyone

[ Participation

(® Recording & transcription —

People in my organization and guests B Commtoms ot s | WS P

Only organizers and co-organizers L¥d

Everyone

Specific people

People in my org and guests

Specific people

|
|
|
Only organizers and co-organizers :

l ~" Only organizers and co-organizers ]

Enable Green room @ )
Lets organizers and presenters check their audio, video, and content sharing before
attendees are admitted. To use this feature, make someocne a presenter and turn it

on before the meeting starts.

' Participation

Allow mic for attendees
= off to prevent attendees from unmuting. You can allow them to unmute

Turn
indivi

as needed.

alby

8

Allow camera for attendees
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Creating a New Meeting

Important Meeting Settings Meeting options x

Lets organizers and presenters check their audio, video, and content sharing before
attendees are admitted. To use this feature, make someone a presenter and tum it
on before the meeting starts,

[E] Meeting access

Allow meeting chat G i
® On: Allows everyone to chat freely. S i e,

@ Recording & transcription

® Off: Disables the chat completely. @ copiotanotneral  Allow mic for attendees (o)

Turn this off to prevent attendees from unmuting. You can allow them to unmute

(D Participation

individually as needed

Allow camera for attendees c

Turn this off to prevent attendees from sharing video. You can allow them to share

video individually as needed.
— e o o O e S M e e e
Meeting chat

On ~

Off

|
I [x/C)n
1
1

In-meeting only

— — — o - - - S S S e S . -l
m:w attemg‘mce report c

@ Recording & transcription

y

l

Record and transcribe automatically
This will also tum on transcription.
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Creating a New Meeting

Important Meeting Settings Meeting options x

i e e s
[E] Meeting access individually as needed,

Record automatically B, ks

L=
Allow camera for attendees

&% Production tocls Turn this off to prevent attendees from sharing video. You can allow them to share

® On: Recording starts automatically. ——

Meeting chat
(@ Recording & transcription

® Off: The host must start the recording manually. 18 Copilot and other Al = -
Qaa @ >

Organizers can customize O8A to allow anonymous posts, review questions before
publishing, and more. Learn about O8tA,

Allow reactions O
Allow attendance report Q

[O) Recording & transcription I
Record and transcribe automatically - ) I
This will also turn on transcription. I

(43] Copilot and other Al

Allow Copilot (2 (&
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Attendance Report

What it is

This is not a setting you turn on beforehand. It is a report that is automatically
generated, listing who attended the meeting and for how long. It includes
names, join time, and leave time.

How to Access & Generate it e —
. ! Chat  Shared RecapIAttendance IBreakoutRooms Q&A +1 [ 2=
* The report becomes available shortly after the meeting ends. -
. . = V. i |
* Go to your Chat in Teams, select the past meeting, and i - Dovnload |

click "Attendance".
* You will see the list of participants and their duration.

* To get a detailed file, click the "Download" button (which exports
a .CSV file openable in Excel).
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Sending the Meeting Link

® Click Copy link and share via email/chat

Micros‘:’ft Teamms MNeed hel?

[Join the meeting n:::rw]

MMeaeting 1DD: 8§

FPasscode:

Dial imn by phone

United States, Seattle

Uinited States (Toll-free)

Find a local number

Phone conference 1D: | Il

For organmnizers: Meeting options Reset dial-imn PIMN

L 2

ite

v - .. I
§ [«
® a
Chat <ot | g 5]
8| e
Invite peapleto oin you -]
=
15}
& Copy meetinglink 1
2 Shre i cat emad Invite people to join you
[
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Joining a Meeting

L = I
7 Gow
® Click meeting link or Calendar to Join now g ,
J Eﬂ Tody ¢ November2020 = Work week
ol |5 2% 25 2% 21
P Manda, Tussday Wednesday Thursday Friday
0AM Weekly call  Taispin Project
g ith Subsidaey  Disession
0 4 &
E'«Wekly Syne Online Mezting %h\’eekly&vnt SWeek\:r Syme SM_\' Office Eweekh: Gmc EWeehiy Sy
Mok 8P Team (Gotc B | MegmnBow 3 Svark P B 0 O iVakap G ylhlonge & Mak6R B0 I MakdProjectTean/Gotc 3 0
fl
Feirtly Caffee Laumichy dally  Clet Sy ﬂ 1 Feurth Coffee Launeh dally Fouirth Caffee Fourth Caffes
% Micrasaft Teams Mesting Nestor Wike Microsatt Tears Meesing Wicrasaft Micrasat
i 12°M | Megan Bowen Megan Bowen Megan Bowes Wekly Megan Bawan SLunch.’
&) v ') £ Uy
o i % * | arketng il
At TeD E Lynne Robbins
hidele Vance 3 { o
TP | Weakly checkin with Engineers | Fourth Coffee Lawsch dally Liciaflsaizh 11
Engineerng b Micrasolt Teams Meeting Lidia's Offca
Megan Boieri Megan Bowen Liia Hofloway
v ¢
2 o Toys Proposal v +
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Take control  Pop out Chat People  Raise React View Mare Camera Mic

- Microphone ()
) - Camera (men)
= -Share content (& )

In Meeting Controls

WY - Participants (22 )

& -cChat( )

- Leave (@)
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End the Meeting
/VA ;5 m * |eave

® Leave = exit only yourself

® End meeting = end for all participants
Leave

End meeting ‘“

Participants

Type a name
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After The Meeting

® Click Chat to view conversation
® Download Recorded meeting

® Note: Recordings from the Meeting Chat
only if the organizer enabled automatic
recording or manually started it;
otherwise, the recording will not be
available.

Meeting chat Files Meeting Notes

Megan Bowen joined the meeting.
Megan Bowen renamed the meeting to Meq
Allan Deyoung joined the meeting.

Meeting started 1/8 8:56 AM

Meeting ended 39s 1/8 8:56 AM

Meeting
Recordec

Meeting
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Thanks



