DIGITAL METRO NORTH

Metro North Hospital and Health Service Putting people first

Quick Reference Guide

How to Create and
Manage Virtual
Meetings

Using Microsoft Outlook, create a Microsoft Teams
Virtual Meeting and connect with colleagues.

1. To schedule a meeting with your team, open
Microsoft Outlook and create a meeting invite.

2. Inthe meeting invite, select the Teams Meeting

E Untitled - Meeting
File Meeting Insert Format Text R el Q  Tell me what you want to
-
De D% | @ % |® O
[FE Scheduling Assistant o8
Delete _, Skype Teams Meeting Cancel "
Meeting Meeting Notes Invitation =] ~
Actions Show Skype Meetind]| Teams Meeting |[Heeting Motes | Attendees

(i) You haven't sent this meeting invitation yet.

From

E .. | [l

Send | Subject

Location
Starttime | Mon 16/03/2020 ] [s30Pm
Endtime | Mon 16/03/2020 | [600pPm -

| [ All day event

3. At the bottom of the invitation, a Join Microsoft
Teams Meeting link will appear and the location set
to ‘Microsoft Teams Meeting'. By clicking this link the
invitees will join the meeting.
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Note: This link can be copied, pasted and used to
hyperlink other text.

4. Once you have finished your

o X MONDAY
invite click Send and the
meeting will populate in your %
calendar.
Microsoft Teams Meeting

Microsoft Teams Meeting; A

5. To join the Virtual Meeting, open the meeting invite
through your calendar and either:

a. Click the Join Teams Meeting icon.
b. Click the Join Microsoft Teams Meeting.
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6. You will now be taken to Microsoft Teams to start
your meeting.
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