1 Digital
< p .
Q.) |nfOXChange Lr:;\s ormation

BOOST YOUR MICROSOFT TEAMS
PRESENTATION SKILLS

August 2022



Acknowledgement of Country

» We acknowledge the traditional custodians of the land and pay our respects to Elders
past, present and emerging.

QY 1 Digital
2 '&‘ Technology for social justice | www.infoxchange.org www.digitaltransformation.org.au Transformation
Hub



Housekeeping

. d

AR 1 Digital
3 ( Technology for social justice | www.infoxchange.org www.digitaltransformation.org.au Transformation
| g | Hub



Learning Objectives

» Scheduling your Microsoft Teams webinars
» Incorporating polls into your webinars

» Recording and sharing webinar content

» Activating live captions for accessibility

» Navigating break out rooms.
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Schedule your webinar

[ Meet now -+ New meeting

() Upload an image

Event details Register for this event

This is the form your attendees will fill out when they sign up.

First na

Email

Speakers
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Editing webinar options

August 4, 2022 at 8:00 AM - 9:00 AM
2, Michelle Galeazzi

Working in MS Teams
4 August 2 :00 am - 9:00 am Meeting options

Join Edit

gin MS Teams
Who can bypass the lobby? Only me and co-organizers

Always let callers bypass the lobby

Announce when callers join or leave No @
Choose co-organizers: i Sophie Souchon X
Michelle Galeazzi

Who can present? Everyone

. Allow mic for attendees? Yes ()

& Run through of presenter webinar chat Files Details
Allow camera for attendees? Yes ()
X Cancel meeting [ y link
Record automatically No @
8 August 2022 3:00 pm - 4:00 pm  Show meeting info
Allow meeting chat Enabled
Allow reactions Yes ()
Enable Q&A No @
Attendance

Provide CART Captions No @

Paragraph
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Using live captions

£33 Device settings

- Call health

o 8ii Nk : B [ Meeting options

= . .
F_—

.'.._EL oL Meeting notes
3 , oilB . _

Meeting info

Gallery

"
"

Full screen

Call me
Apply background eff...

e Brissoudho Turn on live captions

@ Start recording
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Presenter modes

Reporter mode

O Infoxchange / | BOOST YOUR MICROSOFT TEAMS
, PRESENTATION SKILLS

Presenter mode

Add background

(O Infoxchange
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Create a p O I I Chat Files Details Scheduling Assistant ~ Attendance  Breakout rooms +

Add a tab

Turn your favorite apps and files into tabs for this meeting. Search

Optimized for meetings
ot Polls

m @) ." @ Runthrough of presenter webinar chat Files Details  Scheduling Assistant  Attendance  Breakout rooms

How many meetings per week would you use MS Teams for?

Q&A Polls Dynami -+ New poll
365

. ° q DRAFT  Poll: Not record name | Results shared ;zq Shared DRAFT  Poll: Not record name | Results shared ;‘(o‘ Shared
o %

How many meetings per week would you use MS Have you had any other MS Teams meetings

Sendsteps Gameinar Eric.ai Clovers Teams for? today?

O 15 () Yes

(D610 () No
Multiple sel  (7) 11-15

() 16-20

(O 20+

Record names of respondents (only visible to creator)
Share aggregated results with respondents Launch Launch

Allow co-presenters to edit your poll while it's a draft poll

< Back Launch now Save as draft
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Polls Apps More

Launch the poll

0J oo~ + B¢ _ —

Rooms Polls Apps Camera

LIVE ' | oll: Not record name | Res... CLOSED  °oll: Not record name |...

Have you had any other MS Have you had any other MS
Teams meetings today? Teams meetings today?

Yes

No

Submit 0 response

View results Response details
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Camera Mic

Polls

Share

~+ New poll Q

DRAFT Poll: Not record na... ,QQ‘

How many meetings per
week would you use MS
Teams for?

O1s
() 610

(O 1115
() 16-20

N an,

Launch

DRAFT Poll: Not record na... ,C(Q‘

A4

Have you had any other MS
Teams meetings today?

O Yes
O No
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Using breakout rooms

More

Settings

Rooms

Participants Set a time limit

1 hour
Automatically assign

Assign 56 people to 23

0 minutes
Manually assign

Automatically move people to rooms

Cancel

Let people return to the main meeting
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Record and share webinars

MS 365: Working with Cloud Files - t... 27/7 MS 365: Working with Cloud Files — training for your whole team (July 202 ) chat
Recording is ready -

Some people in this chat are outside your org. It's possible they have message-related policies that will apply to the chat

@
@
@

2 9 9

/7 1:37 pm Meeting ended: Th 14m 39s

37 pm Recording has stopped. Saving recording

ne .
2 Meeting
L]

Recorded by: Sophie Souchon

This recording is set to expire. View or change the
expiration date here. Learn more
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Resources
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