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Section 1A: Video Meeting (Getting Started)

1. In the upper right hand corner of ) 51 Mo
a Teams' Channel, click the drop o — to ©
down menu next to Meet.

2. Select Meet now to start a
video call.

B Schedule a meeting

3. In the new window, give your meeting a title (1). Also, decide if you want to start
the meeting with your camera on or off (2). Finally, choose your audio source (3).
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Section 1A: Video Meeting (Getting Started)

4. Click Join now in the lower right
corner of the window after all

settings have been established, and Cancel Join now
you are ready to start the meeting.

5. Add people to the meeting by typing Participants

their names into the field on the right

side of the screen (1). If they are with T ——
UK their names will auto-populate. You

can also select Share invite (2) to copy % Share invite
the meeting link, or draft an email

6.In a Channel, members of Suggestions (1)
your Team will appear _ :
under Suggestions. Place S‘g Fres e e B sttt

)

your mouse over their name,
and select Request to join.

Q
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Section 1B: Video Meeting (The Controls)

1. Click the camera button to
turn the camera on/off (1).
Click the microphone (2) to
mute your microphone.

2. Select the Hide Participants
button (1) to hide the participants
window. Select the Conversation
button (2) to activate the chat area.

3. Select the Reaction button (1) to
raise your hand or post an emaoji.
Select the Breakout Room button (2)
to create, enter, or send participants to
a breakout room.

4. Select the Leave button to leave
the meeting. If you are the host, click
the dropdown to the right of the
button to either leave the meeting or
end the meeting for everyone.
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Section 1B: Video Meeting (The Controls)

5. Click the More Actions button to
display additional meeting options.

6.Device Settings (1) to adjust your
camera or microphone. Meeting
options (2) to disable the waiting room
or participants mics and cameras.
Meeting Notes (3) to take to type out
notes from the meeting. Meeting info
(4) will give you access to the meeting
link and phone number for the meeting.

7.Apply background effects (1) will
allow you to hide your surroundings
using a Teams provided backgroud, or
you can upload your own. Turn on live
captions (2) to activate captioning.
Start recording (3) can be selected to
produce a video of the meeting taking
place.

§53 Device settings

o Meeting options

=) Meeting notes

a number

(D Meeting info

invite
Gallery v

B Y @

te3 Device settings

> Meeting options

=) Meeting notes

() Meeting info

7% Apply background effects

¢ Turn on live captions

Start recording
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Section 1B: Video Meeting (The Controls)

8. By default, Turn off incoming video
Is turned on to save bandwidth on your
meeting. This is very helpful if you have
a slow internet connection. You can
click this button to turn on everyone's
camera as they enter the meeting.

@ Start recording

i Dial pad

{0 Tum off incoming video

Section 1C: Video Meeting (Recording)

1. Click the More Actions button at
the top of the screen.

£o3 Device settings

i, Call me

-}

. . #8  Apply background effects
2. Select Start recording to begin il

recording. €9 Turn on live captions

@ Start recording

& Call me
3. When the meeting has concluded, %% Apply background gfitcts
repeat step 1, and then select Stop A Turn on lve cabh

(cc) Turn on live Capeiuns

recording.

(@© Stop recording
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Section 1C: Video Meeting (Recording)

4. Select the dropdown menu to the
right of the Leave button (1), and
then select End meeting (2).

5. The video will appear at the
bottom of the channel's chat
area in a new conversation
thread. If you do not see the
video click the replies button.

6. Click the three dots (1) to the right
of the video. Then select Open (2).
Follow the steps to login to your
University of Kentucky account.

L]

e leave Vv

Leave

2 P End meeting

Meeting started /

[h  Meeting ended: 2m 57s

Meeting

Transcript

Meeting started

(®  Recording has started

(@) Recording has stopped. Saving recording...

& Open

G2 Getlink

This recording is set to expire. View or chang

1 Meeting ended: 2m 575

£ 1
(i) Learn more

&\ Report a problem

Meeting
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Section 1C: Video Meeting (Recording)

7. In the upper left corner you have
three options on how to share the
video.
a. Select Share to send an email
containing the link info. You can keep
track of who is watching, and to adjust £ Share @ Copylink & Download
permissions.

b. Copy link will allow you to post a
link to a communication of your
choosing.

c. Download will produce an Mpeg4
file that you can share or post to
another location

8. Back in the chat area, select

) Meeting
the three dots to the right of the e e ooen
video (1). Select Get link (2) to 20: ‘ ].
obtain a URL that can be shared Tis rconing st 1 esph. i Getlink
H 1 1 S () Learn more
with other University of Kentucky e |
employees &y Report a problem

Meeting

9. Select Copy in the lower right
corner, and paste the link into the Get link
communication of your choosing.
Please note that the user who
clicks on the link will have to login
to their UK Microsoft account.

Cancel
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Section 1D: Video Meeting (Sharing your Screen)

1. Click the Share button on the
control panel.

2. Select Screen, select which screen
you would like to share. These options
mean the participants will be able to
view everything on your monitor.

3. Select Windows to get a list of all X | Window (11
the open windows on your screen. If
one of these is selected, the
participants will only be able to see
that specific window and not the
other activity on your computer.

4. Select Include computer sound at
the top of the dropdown menu if you

are gO|ng '[O play aUd|O Wh'le Sha”ng Share cantent Include computer sound :
your screen. If this is not turned on, the
participants will not be able to hear Screen
what you are playing.
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Section 1D: Video Meeting (Sharing your Screen)

5. Place your mouse in the upper middle of the screen, and click on
the thumbtack to lock the control panel to the top of the screen.

Presenting.. Give contro ] Stop presenting

6. Click the Give Control drop down menu, and click on a meeting
participant to give them control of your screen.

Presenting... Give control

Jennings, Christy

7. Click the Share audio button to mute or unmute your computer's audio.

Give control (4] Stop presenting

8. Click Stop Presenting to stop sharing your screen or application.

Give control Stop presenting

ol %k Drupal Rescurces gat UK YW CES Training Site %k Agric
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Section 2A: Scheduling Meetings (Basic)

1. Click the Calendar button in
the navigation pane on the left

Agri on Traini
side of the screen. General

Calendar

Ag Comm Test Channel

Hort Training Channel

2. Select the dropdown in the
upper right of New meeting (1)
in the upper right corner.
Select Schedule meeting (2).

& Meet now + New meeting .
o Schedule meeting

< Webinar
2

) Live event

3. In the Title field, give your 2 Addtitle
meeting a name.

4. In the attendees field, type in the
name of the people you are wanting
to invite. If they are within UK, they & Add required attendees
will auto-populate. You can also

add a group from Outlook as well.

10
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Section 2A: Scheduling Meetings (Basic)

5. As you enter attendees, you can see their availability listed below their names.

Al

Unknown

6. To take an expanded look at
availability, select the Scheduling
Assistant at the top of the screen.

7. Select the date and time (1) for
the meeting. Below the date field
you will see suggested times (2)
that you can select. You can also
chose whether or not the meeting
will be reoccurring (3).

8. To select a specific channel, click
in the Add channel field (1). Select
the arrow to the left of the Team
name (2), and select a channel. If
this step is not completed files
shared, recordings, and meeting
notes will be posted in the host's
private chat section.

Ag EA Training 1

@ Gamer, Steven
1,4 Free

New meeting Details § Scheduling Assistant

Time zone: (UTC-05:00 4#8tern Time (US & Canada) ~ Req

i Training Meeting

—  5/26/2021

o © 5262021 330PM -
9 Suggested: 4:00 PM-4:30 PM 4:30 PM-5:00 PM

o i Does not repeat

o Add channel

» [ Ag IT Handout Update 2020

é ¥ Agricultural Extension Training

General

Ag Comm Test Channel

11
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Section 2A: Scheduling Meetings (Basic)

= B 7 U S |%Y A M Paagush T, = = E E|nn = 2 Bl ¢
9. In the body section, T ——
you can type out specific
details for the meeting.
You can also format the
body by using the tools at
the top of the field.

10. Click Send, in the upper right
to send out the invite. Meeting
information will also appear in the
attendee's Outlook email and
calendar.

Section 2B: Scheduling Meetings (Webinar)

T CAFE Information Technolc

Teams

: : : CAFE Regional Extension |

1. Click the Calendar button in Q

the naVIgatIOH pane on the Ieft Assignments WH Traini
side of the screen. General

Calendar

Ag Comm Test Channel

Hort Training Channel

12
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Section 2B: Scheduling Meetings (Webinar)

2. Select the dropdown in the
upper right of New meeting (1)

in the upper right corner. Schedule meeting
Select Webinar (2). q‘é.- Webinar
) Live event
Th

3 Click the Require registration @ Require registration: For people in your org o
dropdown (1) in the upper left to S

turn off registration (2). Lol _ [ir@egistration form
For people in your org o

4. Click the View registration form button at the top of the screen to modify the
form or obtain the registration link.

@' Want your attendees to register for this webinar?

Send them the link to the registration form. You can customize the form first to best suit yo! meeling, View registration form

13
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Section 2B: Scheduling Meetings (Webinar)

@ waht your attendees to register for this webinar?

5 Clle in the Add tltle fleld tO Send them the link to the registration form. You can customize th

give your Webinar a name. ‘f L3t !

6. Click in the Add required presenters (1) to type in the presenters' names. If
they are within UK, they will auto-populate. You can also add a group from
Outlook as well. Click Optional presenter (2) to add secondary presenters.

7. As you enter presenters, you can see their availability listed below their names.

Unknown Free

Al Ag EA Training 1 w 9 Garner, Steven w

8 New meetin ' ‘ ist
8. To take an expanded look at . 9 D“*""'S

availability, select the Scheduling
Assistant at the tOp of the screen. Time zone: (UTC-05:00 48 Tern Time (US & Canada) ~ Req

P Training Meeting

14
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Section 2B: Scheduling Meetings (Webinar)

9. Select the date and time (1) for
the meeting. Below the date field
you will see suggested times (2)
that you can select.

o@ 5/27/2021 11:00AM ~ —  5/27/2021
o Suggested: 11:00 AM-11:20 AM 11:20 AM-12:00 PM 12200 PM-12:30 PM

10. In the body section, you
can type out specific details for
the webinar. You can also
format the body by using the
tools at the top of the field.

11. Click Send, in the upper right to send

out the invite. Meeting information will also

appear in the presenter's Outlook email and m Close
calendar. After hitting Send, you will be \
redirected to your Teams calendar.

k 27 28

12. Locate the webinar in the Teams'
calendar, and double click the posting. |

15
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Section 2B: Scheduling Meetings (Webinar)

13. Select the Meeting options
button at the top of the screen to
determine how presenters and
attendees can interact in the
Webinar. Login using your linkblue
credentials

14. Select the Registration button
to download a report of registrants.

15. In the body of the calendar
invite you will find the information
to join the webinar.

Hide meeting info ~

0

Registration L

Microsoft Teams meeting

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

Or call in (audio only)
+1 859-469-6517,.737994683# United States, Lexington

Phone Conference ID: 737 994 683#

Find a local number | Reset PIN

Learn More | Meeting options

16
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Section 2C: Scheduling Meetings (Live Event)

1. Click the Calendar button in
the navigation pane on the left
side of the screen.

2. Select the dropdown in the
upper right of New meeting (1)
in the upper right corner.
Select Live Event (2).

3. Give the live event a name in
the Title field of the new window

T% CAFE Information Technolc

: : : CAFE Regional Extension |

=

Assignments
: Agri on Traini
General

Calendar

Ag Comm Test Channel

Hort Training Channel

@ Meet now + New meeting | v

Schedule meeting

< Webinar

6 () Live event
day

Title *

17
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Section 2C: Scheduling Meetings (Live Event)

4. Set the Start and End time Stan
in the fields pI'OVidEd. May 27, 2021 2:00 PM May 27, 2021 230 PM

Time Zone

5. Provide any additional B B Sl S G (Eoset
Informathﬂ abOUt the event |n Provide info about the live event
the Details section.

6. In the Presenter Field, write SEEEIRESH SRR R R
the names of presenters. The Ag

names will auto-populate if they
are within the organization.

Ag EA Training 1

L (AGEAT) Information Technology M...

7. Turn on the Allow external

presenters button to let people N Invite people to your event group
outside of UK to be presenters, j [ ——

and then you can add their

emails to the Presenter field.
Please note that you will still have -

to accept them from the waiting R

room at the time of the event.

18
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Section 2C: Scheduling Meetings (Live Event)

8. Select the dropdown under
someone's name (1) to
change their role for the event.
If a presenter needs to be
removed click the "X" to the
right of their name (2).

9. Select Next in the lower right.

10. Under Live Event permissions
determine if you want to make this
session private, available to only
those within UK, or that anyone can
join (both internal or external).

Organizer

a Jennings, Chadwick
] Producer

Event group

Ag EA Training 1

Presenter -

Producer

Presenter

MNew live event

Live event permissions

o Peaple and groups
(=)
Only the specified people and groups can watch the live event.

Org-wide
Everyone in your org can watch the live event. (Sign-in required)

Public
The live event will be open to anyone. Use when most of the
attendees are outside your org. (Mo sign-in required)

19
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Section 2C: Scheduling Meetings (Live Event)

11. At the bottom of the new window determine if you want to provide a
recording, produce an engagement report, or enable a Q&A portion for the
event

How will you produce your live event?

® Teams

You plan to use Teams to share content from presenters’ webcams and screens.
" . ™y
B Recording available to attendees (1)

B Attendee engagement report
] o&A

12. Select Schedule in the \
lower right. Close Bac

13. Select the Get attendee link b ——

button in the new window to get ool e
the event information to send to t o] G Leommore
participants. \

14. Select Close (1) in the lower
right to return to the calendar.
Select Edit (2) to make changes to
the event.

20
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Section 3: Document Collaboration

Aibowd-—-e report
download

@ Recent
1. Select the paperclip button (1) @ Browse Teams and Channels
below the conversation field. Then 9 |
choose the location of the file (2) o (Onebiiie
you are Wantlng to upload T Upload from my computer

2. Locate the

below the document before
sending the document to the
private chat or channel. Do
not send until this green bar
is gone. Your document
may become corrupted if the
green bar is still visible.

IS‘L::I'?. a new conversati pe @ to mention someone.

3. Select the Send button in the
lower right of the conversation field.

21
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Section 3: Document Collaboration

Q, Search

4. Select the Files tab at the top * General Post: raining Calend
of the private chat or channel.

2 Name ~.- / Modified
5. Click on the file you are @) Storage Sensedoc Apriild

@ ~Uploading the File.docx 19 minutes ago

6. Click the collaborator's profile @ :
button (1) in the upper right corner. . o o@ S
Select Go to location (2) to produce a eading 1 o Ag EA Training 1 File
flag in the document to check where Has this document open

that person is reviewing the document. 0 T

his is chosen,
navigate bac
window. Clic
to share in Te

22
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Section 3: Document Collaboration

“\+ Catch up

Dictate

=] Conversation

7. Select Catch up in the
upper right corner.

field. -

Once the file is loaded, members h
file in the chat area.

8. Blue dots will appear in the Your second option is to locate the
document. files that have been uploaded to y

Trying to figure this out.

Your second option is to locate

i:d t

9. Click the Blue dots to N ® [irying to figure thi

highlight the changes that were ngE,_.fv.T?éﬂmw d g foTisare s odt
made, who made the change, '

and when the edit was made.

2 minutes ago

23
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Section 3: Document Collaboration

10. Click Conversation in Catch up 5
the upper right to open the
chat window on the right /& Editor

side of the screen.

Have you made your changesﬁ

s ACO@DB & -~ b

P 10:13 AR p—

11. Any conversation you

. . . . Jennings, Chadwick 8:12 AM
type in this window will appear : |
in the main conversation | Uploading the File docx
window on the private chat or B
channel page. D Jennings, Chadwick 515 AM
b Have you made your changes?

Ag EA Training 1 9:15 AM
| am still reviewing

12. Click Close to leave the
collaboration page. Please note Close
that any changes made to the
document are automatically saved v &
to the file on the private chat or
Team channel.

24
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Section 4: Adding a New Tab to a Channel -
Powerpoint Presentation

Training Posts File@

1. Click on the plus button at

the top of the screen.
<« Re

Tu'ﬁ -_.-ouu favarite apps and files into tabs at the top of the channe bs\.r:'.

2. Click on the Microsoft
application or App you want to
load to your Channel page. For
this example we are going to use
a PowerPoint presentation.
Please note that any files you
are adding as tab have to be
already loaded in your Team
app. To load a file, please see
Section 8H (page 27) .

* EavaQ
‘ ® d@} book '

Beexy Staries mK i Dg delbock Dynatrace
kkkkkk M m-g-unen

25
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Section 4: Adding a New Tab to a Channel -
Powerpoint Presentation

3. In the new window, give B roverpoint
your new tab a name. Shnang

OneDrive Presentation

4. Files that are in the channel .
will automatically appear. To CO raning
load a file from another ®
location on your Team

account, click the back arrow.

« neDrive Reactions.pptx

g w Training (]

1 @ OneDrive Reactions.pptx

5. Click on the file you want to
load and then click Save.

Post to the channel about this tab Bac 2 m

26
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Section 4: Adding a New Tab to a Channel -
Powerpoint Presentation

AE Training Posts  Files{ OneDrive Presentation ~ T
6 Your neW tab Wi” appear at File Home nsert Design Transitions Animations Slide Show Review

the top of the screen. In the < Jal L New Sice
case of the PowerPoint, all of :
the typical PowerPoint
controls and formatting tools
will appear in the new tab.

How do you
feel about
OneDrive?

Section 5: Search Engine

1. Use the search engine at

the top of the screen to locate - = \
people in the organization to B vy o e o
chat with, or to locate a set of -
keywords in a conversation :

or post.

2. Search results will appear .

on the left side of the src):r:een. Eb eope e
Your results will be broken into S
three categories (1), and [9 e
additional filters (2) will appear Top Results

above the results.

27
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Section 6: Updating Your Status

1. Click on your user profile button
at the top right of the screen. If you
do not have a picture, you will see
your initials.

2. Click on the arrow to the right (1)
of your current status. Select the
updated status (2).

& Team B Me

f Available -

[ ) Jennings, Chadwick
A cje238@uky.edu
o message

Available

® Busy

© Do not disturb o

Be right back
Appear away

®  Appear offline

28
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Section 6: Updating Your Status

£ Jennings, Chadwick
3 ¢je238@uky.edu

s | Available -~ Set status message

) Available
Al ﬂ
® Busy
3. Select Duration in the Status menu. ® Do not disturb
Be right back
Appear away

9 Appear offline

Q | (_':} Duration I

(3 Reset status

4. In the new window, determine
the status (1). When you want the ———
status to reset (2). Then select

Done (3). o o

29
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