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Setting Up A Meeting In Teams Calendar

https://support.office.com/en-us/article/schedule-a-meeting-in-
teams-943507a9-8583-4c58-b5d2-8ec8265e04e5#ID0EAABAAA=Desktop
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Setting Up A Meeting From Outlook 
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Joining a Meeting 

Join from Outlook

Double click the meeting in your Outlook calendar view and 
click the Join Microsoft Teams Meeting. 
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Icon Cheat Sheet

Turn camera on /off
Display your camera 
or choose to only 
show viewers your 
Teams profile picture.

Mute/unmute
Pro tip: Working in a 
noisy spot? Mute 
yourself to decrease 
distractions for other 
members.

Share Screen
Present your desktop 
screen or your window.

Pro tip: Sharing your 
Window allows viewers 
to see a specific program 
and its content vs 
Desktop shares 
everything on your 
screen.

Other Options
View the next page 
for the breakdown.

Meeting Chat
Message and share 
during the meeting.

Show Participants
See who is in the 
meeting and invite 
others to participate.

Time
Track how long the 
meeting goes on.

Bye Now
Hang up at any time. 
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Other Options

Pro Tip: 

Record your meetings and have an auto-transcribed copy for later.
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Safe Network Solutions
501 Metroplex Drive, Suite 115
Nashville, TN 37211

Support: (615) 522-0080
Email: support@safenetworksolutions.com

Need more help?  Contact:
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