Holding Classes on Microsoft Teams
Instructors
Scheduling a Teams meeting
1. Open Microsoft Teams.
2. Click the Calendar tab
[image: Microsoft Teams Calendar tab]
3. To schedule a meeting, click New Meeting
[image: Microsoft Teams screenshot from calendar tab with 'New meeting' highlighted]
4. Give your meeting a title. Leave attendees blank for now. Set dates and durations of your class
[image: Microsoft Teams dialogue for entering details for a scheduled meeting]
5. Set your scheduled class to repeat
a. Open the dropdown for repetition shown here
[image: Microsoft Teams dialogue for selecting how often a scheduled meeting repeats]
b. Set the repetition to what is appropriate for your course, likely weekly
c. Select days of the week and an end date for your class
[image: Microsoft Teams dialogue to set recurrence of scheduled meeting]
d. Click Save in this dialogue box and then click Save again in the meeting creation dialogue box.
e. Your class will now appear in its scheduled time slot in your Teams calendar alongside other meetings and events.
[image: Microsoft Teams calendar showing scheduled meetings over the course of a week]
6. To join this class, click on today’s occurrence of it in your calendar. In the pop-up, click Join.

[image: Microsoft Teams popup prompting to join a meeting]
7. From here, skip to the steps outlined in Inviting Students to your Teams Meeting
Starting a Teams meeting
1. Open Microsoft Teams.
2. Click the Calendar tab.
[image: Microsoft Teams Calendar tab]
3. Click Meet now.

[image: Microsoft Teams Meet now button]
4. Enter a title for the meeting and click Start meeting.
[image: Microsoft Teams 'Start meeting' dialogue]
5. Click Join now.

[image: Microsoft Teams screenshot showing meeting audio/visual settings and the 'Join now' button]
Inviting students to your Teams meeting
1. Click Copy meeting link. A checkmark will appear and ‘Copied to clipboard’ will display.

[image: Microsoft Teams screenshot with 'Copy meeting link' highlighted]
2. Open the Outlook app.
3. Create a New Email
4. In the To line, begin typing the course code of the course you want to send the code to
[image: Sending an email to a whole course section in Outlook.]
5. In the dropdown list that appears, select the appropriate course.
6. Paste the link you copied into the email body.
7. Send the email to your students. They will be able to use this link to join your meeting.

image6.png
20

Monday

21

Tuesday

Demonstration
Microsoft Teams
Class

{ Emergency Drop-ins
\ Microsoft Teams Meet

[~)

1

22

Wednesday

23

Thursday

Demonstration Microsoft Teams Class

e

24

Friday




image7.jpeg
Calendar

B Today < > June2022 v/ My calendar 2

CTL Student Roundtable Meeting

June 20, 2022 2:30 p.m. - 3:00 p.m.

20

Monday

2pm. |Eanu|e
‘ N

]

‘l CIL Student Roundtable Meeting

3pm.

@ https;/teams.microsoft.com/l/meetup-join...

o (9 Chatwith participants

)
S
Organiser
5pm.




image8.png
& Work week Vv




image9.png
O wetrow | (S

Meeting name X | week v

Demonstration Teams Meeting

Get a link to share
—_— =

Start meeting
P




image10.png
LY

"

‘O e ———
@
SR,

8 ommns




image11.png
Invite people to join you X
Copy and share the link to invite someone.

88 Add participants




image12.png
CH  Teams call r=] T

B> Send @ Attach ~ @ Encrypt ]E[ Discard

To CTLP
CTLP8100-1-F-2021F
Cc ‘ Section_CTLP8100-1-F-2021F@uwindsor.ca
CTLP8200-1-F-2022W
Add a subje Section_CTLP8200-1-F-2022W@uwindsor.ca

CTLP8200-1-51-2022S
Section_CTLP8200-1-51-2022S@uwindsor.ca




image1.png
lendar




image2.png
O Meetnow (RS

& Work week v




image3.png
New meeting Details Scheduling Assistant

Show as: Busy ™ Category: None V'  Time zone: (UTC-05:00) Eastern Time (US & Canada) \ Response options ™ Require registration: None
/#  Demonstration Microsoft Teams Class
&  Add required attendees + Optional

©  2022-06-21 11:30am. v —>  2022-06-21 1250 pm.~ 1h20m @  Allday

@  Doesnotrepeat

@  Add channel

®  Add location

i
2
[
i)
5
R

B 7 U S|V & M pegehv A | = o=

Type details for this new meeting




image4.png
Does not repeat

Every weekday (Mon - Fri)

Daily
Weekly

A
Monthly &
Yearly iting

Custom




image5.png
Set recurrence

Start  2022-06-21
Repeatevery 1 Week v
s M ° w ° Fos
End 20220628 Remove

Occurs every Tuesday and Thursday until 2022-06-28

Cancel m




