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Scheduling and Meeting Remotely with Teams

1. Within Outlook, if you have Teams installed, you will have a Teams Meeting button. Click that button
to have Teams dynamically create a meeting room for you and the individuals you invite.
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2. Attendees and the organizer can join the meeting by clicking on the Join Microsoft Teams Meeting

link within the invite. Outlook online also provides handy callouts that automatically launch Teams.
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Meeting Occurrence

Ton1: Alan and Kenny - Meeting Occurrence

Teams Meeting Meeting N.. Attendees

o Occurs every Monday effective 3/16/2020 from 10:30 AM to 11:30 AM
No responses have been received for this mesting.

) = [m] >

Insert  FormatText  Review  Help 7 Tell me what you want to do
v . [} izl % Cvem ey [
¢ B = @ Ei; “e @ 2 show As: M Busy - B es
5 = i3 % <« Y@ & s 2 fas ! High Impartance £
Cancel (& . Appointment Scheduling Tracking  JoinTeams ~ Meeting  Contact  Address Check Response Reminder: |None Edit Time Room Categorize View
Meeting Assistant - Meeting Motes  Attendees~ Book Names Options - Series Zones Finder - ¥ Lewimportance  Teplates
Adtions Show

Options [ Tags My Templates  ~

= To. | |©Tnomas Alsn M
Subject [hon1: Alan and kenny

Send

Updste | Lacation | Microsoft Teams Meeting
Starttime | Mon 3/16/2020
Endtime | Mon 3/16/2020

] [10:30 Am ~| [ All day event
FE [11:30am -

Join Microsoft Teams Meeting

Leamn more about Teams | Meeting options

In Shared Folder [ Calendar - ken@purdue.edu

h Rooms...

One-on-ones are a place where we can discuss things individually. This is to get more feedback from you as well as give you a place where we can talk about anything that's bothering you, your career
development, goals, etc. If you ever have a topic you want to chat about, feel free to bring it up during the 1on1, but if possible send me a note ahead of time too so | can come prepared.
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3.

our selected video and audio devices.

Join the meeting

a command purdue.edu ~

Choose your audio and video settings for

1on1: Alan and Kenny
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Join now

[ T ] 8 @@ 3 Sennheiser U320 Gaming

Other join options

o4 Audio off (#) Add a reom

4. Once you have joined the meeting, clicking on the Chat button in the left menu will allow you to share files,

collaborate using a whiteboard, see meeting details, and take collaborative notes.

Search or type a command

Jontilon arid Koy = 1on1: Alan and Kenny = Chat Files Meeting Notes Whiteboard

Meeting started  10:31 AM
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