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IMPORTANT: these are not quidelines for Live Classroom meetings in Blackboard courses.
Instructions for Live Classroom meetings can be found in the

If you need to schedule a Microsoft Teams meeting for a large group of participants,
there are some meeting options that can help you facilitate a smooth and
successful meeting. Teams Meetings can be scheduled through:

A Microsoft Team

* The Microsoft Teams Calendar

 Microsoft Outlook

 LibCalendar

Additionally, the Webinar and Live Event features allow participants to register and
join the meeting with a link. If your user permissions allow access to these options,
you will find them in your global Calendar. Click the arrow next to New Meeting
and choose the type of meeting you would like to schedule.


https://guides.rasmussen.edu/microsoftteams/facultyguide
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Regardless of how you schedule your meeting, you should be able to set the
meeting options before the meeting takes place or during the meeting, if necessary.

Note: If you have scheduled a meeting through LibCal, you should open
Microsoft Teams with the email account you used for scheduling.



Edit the Meeting Options Before the Meeting

Before the meeting begins, find and Click the ellipsis near the top of the
click the meeting in your Teams meeting information window and
Calendar. Click the Edit button. select Meeting options.
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The Meeting options window will open in a web browser. Below are
descriptions of the common settings you may need to change.

Meeting options

Who can bypass the lobby? People in my organization v
Always let callers bypass the lobby No @
Announce when callers join or leave Yes ()
Choose co-organizers: Search for participants v
Who can present? Everyone v
Allow mic for attendees? Yes ()
Allow camera for attendees? Yes ()
Record automatically No @
Allow meeting chat Enabled s
Allow reactions Yes ()

Enable Q&A No © )

Provide CART Captions




Who can bypass the lobby? People in my organization v

This is set to ‘People in my organization’ by vervene

People in my organization, trusted

default. If you are inviting guests from organizations, and guests
outside Rasmussen University or students People in my organization and guests
with ‘smail” accounts, you should set this to People in my organization

People I invite (Turn off Allow Forwarding
in the meeting invite)

‘Everyone’ so you don’t need to manually
admit them to the meeting.

Only me and co-organizers

Announce whencallers join or leave

This is set to Yes by default. To turn off distracting
notifications when participantsjoin or leave, click
the toggle button to select No.




Choose co-organizers

You may want to select a participantas a
co-organizer to contribute to a meeting or
run the meeting in your place. Click the
arrow next to ‘Search for participants’ and
choose from the list of invited attendees.

Who can present?

By default, ‘Everyone’ can speak and
present content during the meeting. If
you would like to limit those who can
present, click the list arrow next to this
setting and select another option. Teams
Webinars and Live Events should have
specific presenters.

Search for participants v

Jill Stucko (Test)
Student

Everyone '

Everyone
People in my organization and guests

Specific people

Only me and co-organizers



Allow mic for attendees? and Allow camera for attendees?

You may want to mute all participants to avoid distracting

sounds. You may also want to turn off the ability of

participantsto use their camera to avoid bandwidth No © )

i ring the meeting.

ssues during the meeting No GO |

NOTE: This option will not work if ‘Who can present?’ is
set to ‘Everyone’. Change this setting first, then click the
toggle button to select No. for allowing micand camera
for attendees.

Record automatically

when the meeting begins. Keep in mind any conversation

You can choose to start the meeting recording automatically ~ «©
No @)
before the meeting officially starts will be recorded.




Allow meeting chat

By default, the meeting chat is set to
‘Enabled’ and the chat will appear in
Teams for all participants, except
Rasmussen students, during and after
the meeting.

You can set this to ‘In-meeting only’
when you want participantsto access the
chat only during the meeting.

Enabled

Enabled
Disabled

In-meeting only




Edit the Meeting Options During the Meeting

You can update the same meeting options - o=
after the meeting begins. Click the More f i’”hh:g
options ellipsis at the top of the meeting

window and select Meeting options. B Meeting notes

() Meeting info

BB Gallery

e |eave

The Meeting options panel will open and B
allow you to change the settings for each
option.

Meeting options

Who can bypass the lobby?

People in my organization

Always let callers bypass the
lobbv
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