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How to schedule online meeting
Steps:

1) Login to teams using your credentials and go to Calendar in the left menu bar
Q_ Search a -

Teams = 3 &3 Join or create team

i J
R ¢ o B =
IT Team SES Engineering Mathematics-I- Energy and Environment Basic Civil Engineering-test Engineering Graphics-test
test Engineering-test
Engineering Physics-test Communication Skills-test RCPPoly Demo FE Engg

Calendar

B Today < > May2021 v
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3) Following window will open. Enter the meeting details here and add at least 1
required attendee to generate the meeting link and click on Send button.

New meeting Details  Scheduling Assistant

‘ Send ! Close
Time zone: (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi

#  Addtitle
% @ SEMSTE + Optional
10/05/2021 430PM 10/05/2021 500PM v 30m @  Alday

Suggested: No suggestions available
@ Does not repeat

@  Add channel

@ Add location

B 7 U S ¥V A M eagaphv A= = = =09

Type details for this new meeting

4) Now you can go to the calendar and click on scheduled meeting to copy the
meeting link to invite the participants through link.

Q Search e -
Calendar G Meet now
@ Today < > May 2021 v B Work week
My calendat I
10 13 14
Monday RCP Poly demo sda Thursda Frida
—
RCP Poly demo -
10 May, 2021 3:00 PM - 5:30 PM
SES T Tech Support son | ¥

4PM

s.microsoft.com/l/meetup-join.
}> (5) Chat with participants

o SESIT Tech Support
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Meeting Options for the organizer/ host
Steps:
1) Go to the calendar and click on your scheduled meeting and click on edit button
there.

S) @ Tody < > May2e21 v B Work wesk v

ot

a00 10 1 12 13 14

o)} - .

— onday Tuesday ednesday Frida
Assigrments

a

% My calenda: v

= RCP Poly demo

] RCP Poly demo 10 May 2021 15:00 - 17:30

= SES IT Tech Support

c2 https://teams.microsoft.com/|/meetup-join...

(3 Chatwith participants

O SESIT Tech Support

2) It will redirect you to the browser. Login with your credentials then it will open
the following meeting options which you can set according to your requirement.
At last just click on Save button to save the changes.

& c & teams.microsoft.com/meetingOptions?language=en-us8ttenantld=353781f2-8912-4402-91b9-2992f3c03da38organizerld=0c7966e3-ede7-4d1b-9116-0fd43a0a04a1&threadld=19_meeting_YTY1MGYON;gtNzk0OCOO., r a i
*

RCP Poly demo
May 10, 2021, 3:00 PM - 5:30 PM
&, SES IT Tech Support

Meeting options

Who ean bypass the lobby? Everyone v

Always let callers bypass the lobby

Announce when callers join or leave ves @D
Who ean present? Only me v
Allow mic for attendees? ves @D
Allow meeting chat Enabled v

Allow reactions ves @D
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3) You can also go to the meeting options within meeting by clicking on the

- button in meeting. It will open the following options. Select meeting
options from the list.

Device settings

= Meeting options

[E] Meeting notes

(i) Meeting info

4) It will open the following options such as
e Who can bypass the lobby?
e Always let caller bypass the lobby
e Announce when callers join or leave
e Who can present?
— Select specific people from the dropdown if you want multiple people to
be a presenter. Otherwise choose only me
- Select presenters for the meeting other than you.
Meeting options

Who can bypass the lobby? People in my organization s
Always let callers bypass the lobby Mo
Announce when callers join or leave Yes ()
Who can present? Specific people w
Select presenters for this meeting %, SES IT Software X v
L
Allow mic for attendees? Yes ()
Allow reactions Yes ()

e Allow mic for attendees
e Allow meeting chat
e Allow reactions
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In Meeting Controls for the Organizer/host

1) Click on Join button to join the meeting.

Qsean:h e —

5] B Today May 2021 o B) Work week

Demo

10 11 14
W) 11 May 2021 11:00 - 11:30 ! o
e onda) Tuesday By B

‘ Join ' Edit
Demo ‘

SES IT Tech Support

€3 httpsi//teams.microsoft.com/l/meetup-join...

(5 Chat with participants
O o SESIT Tech Support
RCP Poly demo
SES IT Tech Support

2) Choose your audio and video options and click on join now button.

Choose your video and audio options

gg Computer audio

PC Mic and Speakers

B

Your camera is turned off

Room audio

Don't use audio

Join now
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3) It will start the meeting with following options.

Waiting for others to join...

It will show the participants list

It will show the in-meeting chats

It will use to raise hand and other
reactions.

It is used to breakout participants in
smaller groups within meeting.

It will open the other in meeting
options.

Click here to start or stop your video

Click here to mute or unmute yourself
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4) When you click on the share content button . It will show you the following
options to choose from there.

@ ) include computer sound

PowerPoint  Browse Whiteboard

Desktop

Window
I_ gty P - (- = No files available
a a i - Sl
(6] 5 Iﬂ
.

Demo | Microsoft Teams ~ How to schedule meetin..  Snipping Tool Calendar | Microsoft Tea...  Meeting options - Googl.. Microsoft Whiteboard

3 in

5) You can click on participants to mute or unmute participants.
Participants

Invite someone or dial a number

In this meeting (3)
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How to use Annotation in MS Teams- Desktop

- MS Team does not support annotation by default we need to install
“Zoomlt” a tool by Microsoft for annotation feature.

- You can download “Zoomlt” from the below link.
https://download.sysinternals.com/files/Zoomlt.zip

Using Zoomlt

The first time you run Zoomlt it presents a configuration dialog that
describes Zoomlt's behavior, let's you specify alternate hotkeys for zooming
and for entering drawing mode without zooming, and customize the
drawing pen color and size.

Shortcuts

Zoomlt offers a number of shortcuts which can extend its usage greatly.

- You can visit below link to know the shortcuts to use
“Zoomlit”.
https://docs.microsoft.com/en-us/sysinternals/downloads/zoomit
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How to use Annotation in MS Teams- Mobile

- MS Team does not support annotation by default we need to install “Draw

on screen” app from play store.

- To download the app from play store, click on the below link
https://play.google.com/store/apps/details?id=com.kts.draw

After installing the app from play store open it and click on the Start Button

P START

Minimal interface
Switch on minimal interface, easy control .
draw

Minimize on draw @
Minimize application when draw start

‘ Assistive Touch INSTALL

Assistive Touch is powerful control center tool specially...

~ Display redo icon

iJv  Display shake icon

You can now use the below options to annotate on screen
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How to download attendance

Steps: -

1) Click on participant’s == button in meeting it will open the following

participants screen.

Meeting in "General”

) Click on the three dotsu.

Participants

Manage permissions

+J+ Download attendance list

In this meeting (1)

@ SES IT Tech Support
Organizer

Suggestions (1)

0 SES IT Software
(]

) Now click on the download attendance list to download the

attendance.

2) It will download the file in .csv format with the following fields.

1 |Meeting Summary

2 |Total Number of Participants 3
3 |Meeting Title General

4 |Meeting Start Time 5/24/2021, 10:46:41 AM
5 |Meeting End Time 5/24/2021, 10:49:01 AM
6

7 |Full Name Join Time

8 |SESIT Software 5/24/2021, 10:46:41 AM
9 |SES IT Tech Support 5/24/2021, 10:46:55 AM
10 |Sachin Jadhav 5/24/2021, 10:47:16 AM
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Leave Time

5/24/2021, 10:48:26 AM
5/24/2021, 10:47:32 AM
5/24/2021, 10:49:01 AM

Duration Email Role

1m 45s  ses.it.softwarel@shirpur.org Presenter
36s ses.it.techl@shirpur.org Organizer
1m45s  sachin.jadhav@rcpit.ac.in Attendee
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