HOW TO CREATE A
TEAMS MEETING IN
MS OUTLOOK

Date: 13" March 2023



ICT Department St John of God MS 365 Training Material

Table of Contents

HOW t0 Create @ TEAMS IMEETING ...cvvviiiiiiiiiiiiiiete ettt e e e e e e e e e e e e e e e e e e e e e aeeeeeeeseeeeeeeseeeseeseeaesenee 2
Step 1: Creating @ Nnew Teams MEETING. ..oooie oo 2
= Tol 0 o g oY=\ [=T=] AT = PPNt 5
Step 2: Creating @ ReCUITING METINGS ..o 5
Creating a Teams Meeting from a Contact Group in OULIOOK ........ccuveviiriiiiiiiiiiie e, 7
Step 3: Setting Teams Meeting from Contact GroUP. ...cocvveieiiiiiie i 7
Editing Hyperlink (OPLioNal).....cccuviee ittt e e e e st e e e e bte e e e entaeeeenraeeesanes 9
Step 4: Editing @ Hyperlink in IMS TEAMS ...vviiiiiiiieeceiee et 9

sjogms365rollout.ie Creating Teams meeting using Outlook



https://sjogms365rollout.ie/

ICT Department St John of God MS 365 Training Material

How to Create a Teams Meeting

Microsoft Teams includes the MS Outlook add-in; this allows you to create new Teams meetings
directly from Outlook. You can also view, accept, or join a meeting from both applications. There are
two methods to create a Teams Meeting using an Outlook Contact Group.

2 e
oy .f‘ | Please note: You cannot access personally created distribution lists, if you try to
= create a Teams Meeting from your Teams calendar.

Step 1: Creating a new Teams meeting.
1. Launch MS Outlook.
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Figure 1: MS Outlook

2. Click on Calendar.
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Figure 2: Calendar in MS Outlook
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3. Select the Date and Time of meeting.
4. Click on New Teams Meeting.

File  Home Send/Receive Folder View Help % Caming Saon| Try it now @
sl o SEE| L 2 |
Hllt NIwTumi ‘Week Mammu
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S - T S W———— :
(] Calendar - Karenughes@si.. s
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ftems: 0 This folder is up to date.  Connected to: Microsoft Exchange [ Display Settings. B -———+ oox
Figure 3: Selecting Date and time.
5. Type in the title of your meeting.
6. Add inthe mail addresses of the people you wish to attend.
7. You can adjust the Start Time.
8. You can adjust the End Time.

File  Meeting Scheduling Assistant Insert FormatText Review Help  © Tell me what you want to do

= . L Pri
] Bowe | @ 1l Ol B 8 & | Somn Bow [ O | BF G 8 0| @
Delete _, g - | ‘oinTeams Meeting DontHost | Sendto | Cancel Address Check Respomse |y pooince (1 o, _ Recurrence | Categorise BEHMEET | Grne | e | vm View
s Meeting Options Online | OneNote | Invitation Book Names Options v IBCER) 15 minutes v | Lowimponance Reader | Insights | Templates
Actions Teams Weeting OneMote. Attendees. Options. Tags. ‘Voice. Immersive Add-in | My Templates.

{ thiz mesting invtation yet.

I@

Start time Tue 29/11/2022 [ 1000

Tue29/11/2022 [

& Room Finder

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Meeting ID: 347 332 378 482
Passcode: rcWeL8

Download Teams | Join on the web

Leam more | Meeting options

=
LI I+
Figure 4: MS Outlook - Teams Meeting Settings

«(wy | Please note: MS Teams timing is currently set for half an hour increments, if you
=  want you meeting from 10.00am to 11.00 just press the down arrow and select the
desire time.
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9. Click Send when you have finished adding your attendees.

File Meeting  Scheduling Assistant  Insert  Format Text  Review  Help Q  Tell me what you want to do

0 Boem | % 18 X || B 8 L] [omemsn 5O | BO™ 8 [D]D

Delete Join Te Meeting Don't Host Send Cancel Adds Check Respo - - Recur Categori . Dictate | Immersive Viva View
R < | ptions Onlne. | OneMote | Imftation 800k Names Options » | 0y Reminder 15 minutes | S€TEN ~nm.1.|.ew|mwmm | s | e
actions Oneniote smendeas Options Tage voice | mmersive | addin |y Templates

Teams Meeting

= Title Test

@ rt time Tue 29/11/2022 Bl 100

time Tue 29/11/2022

Micro: eeting B+ Room Finder

]

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Meeting ID: 394 605 686 836
Passcode: UARobY,

Download Teams | Join on the web

Learn more | Meeting options

Figure 5: Send Teams Meeting through MS Outlook
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Recurring Meetings

Microsoft Teams allows you to setup recurring meetings from MS Outlook, itis a cleveridea to set
these meetings up if you require them to happen every day, week, month or even year.

Step 2: Creating a Recurring Meetings
1. Click on Make Recurring.

File Scheduling Assistant  Insert  Format Text  Review  Help Q@ Tell me what you want to do

& it X | GBS (S OB 18 0O D
e > s | MU | S | N LSS | Qe e | e L | e |

Actions. Teams Meeting Onehiote Attendees Options Tags. Voice | immersive | Addin | My Templates

Fi12/2022

Fri 02/12/2022 ‘o

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Meeting ID: 318 538 602 530
Passcode: sNLyLS
Download Teams | Join on the web

Learn more | Meeting options

[«I O

Figure 6: Recurring Meetings

2. Start time of your Teams Meeting.
3. End Time of your Teams Meeting.
4. Duration is the length of you meeting.

Appointment Recurrence X

Appointment time
enc &)
Durston

Recurrence pattern

ODa\'Iy Recur every E| week(s) on:

@ weekyy [ Monday [ITuesday [Iwednesday [ Thursday
O Monthly Friday ™ Saturday O Sunday
O‘fearly

Range of recurrence

(OEnd after: occurrences

O Mo end date

Cancel Remove Recurrence

Figure 7: Appointment Recurrence

/O
= -:.\ | Please note: You do not have to adjust the Duration of the meeting; this is
"
-~ automatically done when you sent the Start time and End time.
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5. The weekly option on recurring meeting allows you to set the meeting to take place on a
particular day every week. The example below shows the recurring meeting will be held every

week on a Tuesday.

Recurrence pattern

O Daily Recur every |1 week(s) on: @
®) weekly [IMonday [] Tuesday [Jwednesday [ Thursday
(O monthly [IFriday [ ] saturday [Isunday

OYear\y

Figure 8: Weekly Recurrence

6. The Daily option allows you to schedule your meetings on a daily basis.

7. The monthly option

Recurrence pattern

® Daily @ Every 1 day(s) @
O weeky (O Every weekday

O Monthly

O Yearly

Figure 9: Daily Recurrence

allows you to schedule your meeting on a certain day of the month or the

first Monday, Tuesday etc of the month.

Recurrence pattern

) Daily @ Day 7 of every |1 month(s)

O Weekly O The first Tuesday of every month(s)
© Monthly

O Yearly

7)

Figure 10: Monthly Recurrence

8. The Yearly recurrence pattern, would be for meetings to be held once per year, you can select
the month, day or you can select the first Tuesday of every month.

sjogms365rollout.ie

Recurrence pattern

O Daily Recur every |1 year(s) @
OWeekIy © Oon: February . 7
Monthly
O b O On the: first Tuesday of |February
©Year\},r

Figure 11: Yearly Recurrence
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Creating a Teams Meeting from a Contact Group in
Outlook

Step 3: Setting Teams Meeting from Contact Group.
1. Create a new meeting, making sure you select the correct date and time for the meeting.

2. Click on the Required button, to search for the contact group in the address book.

File ~ Meeting Scheduling Assistant Insert Format Text Review  Help Q  Tell me what you want to do

[ Boes | @ tH X | @) | O B £ EH Qewsmw O | B O™ 8 O

| Q
Delete _y onyarg | Join Teams Meeting DontHost | Sendto | Cancel Address Check Response | 1y oo Aﬂmmum e | Hionimportance | T e va ey
Meeting Options  Online | OneNote | Invitation Book Names Options ~ | Low Importance Reader | Insights | Templates

Adions Teams Mesting OneNate Aendees. Options Tags voice | Immersive | Adcin | by Templates

You haven't sent this meeting invitstion yet.

b Title
- )

Tue 13/12/2022 3] 1000

Tue 13/12/2022 ] 030

T Room Finder

Microsoft Teams meeting

Join on your computer, mobile app or room device
Click here to join the meeting

Mesting ID: 318 257 263 285

Passcode: de3sso

Download Teams | Join on the web

Learn more | Meeting options

Figure 12: Required Button

3. Type in the search box for the name of the group you require.

4. The Address Book — This is a dropdown list of everybody within your address book.

Select Attendees and Resources: Search Results - Offline Global Address List X
Search: @) All columns (") Name only Address Book:
[service H = | | [Search Resuts - Offline Global Address List | Advanced Find
[ Name Title Business Phone .. Location Department e
£21CT Service Desk -Email Don't Reset HM-H... xHospitaller M.
&' ICT Service Desk Phone 015333355
Q LiffeyServicesHR
R ServiceAlerts

< I >
Required ICT Service Desk Phone |
Optional |

\
Resources | | |
(688
Figure 123: Selecting Attendees from Address Book

5. Click Required when you have found your desired group in the address book.
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6. Click OK when done.

7. Click Send when done.

Untitled - Meeting

Meeti Sl Assistant  Insert  Format Text  Review Tell me want to
ing  Scheduling Assi i Help il me what you do

0 B @ tH X @ O B S H | Sten@en & B O 0|04 & G

" | High Importance
Delete _ | Join Teams Meeting Don't Hast Cancel Address Check Response . = Recurence | Categorise * Dictate | Immersive | Viva View
el Meeting Options  Online Book ption L) Reminder: 15 mintes ~ | LowImportance Reader | Insights | Templates

Tags Voice | immersive | Add-in | My Templstes

Attendees Options.

Tue 13/12/2022 [

Tue13/1/2022 5| 1030

Microsoft Teams meeting

Join on your computer, mobile app or room device
Click here to join the meeting

Meeting ID: 312 637 832 923
Passcode: bswaTk

Download Teams | Join on the web

Learn more | Meeting options

[«]

Figure 134: MS Outlook - Send Button
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A hyperlink is a text or an icon that bring you into a webpage by clicking, or in this cause the
hyperlink brings your attendees into the MS Teams meeting that has been previously setup.

Step 4: Personalise the default Join message link in MS Teams
1. Navigate to “Click here to join the meeting” MS Teams Hyperlink

Figure 15: MS Teams Hyperlink

= Untitled - Meeting

File  Meeting Scheduling Assistant Insert Format Text Review Help @ Tell me what you want to do

M Goee | @ th X @ O B B L Gowems O | B O™
Delete JoinTeams Meeting DontHost | Sendto | Cancel Address Check Response Recunence | G
= orvard | G Options Onlne | OneNore | Invitaion Book . Names Options - | L= Reminder 15 mintes - v L Lowimportance

Teams Meeting

Tue 13/12/2022 E 08:30

Tue 13/12/2022 09:00

leeting

Microsoft Teams meeting

Join on your computer, mobile app or room device

Click here to join|the meeting "'0)
Meeting ID: 373 099 915 431
Passcode: wgBwLt

Download Teams | Join on the web

Leam more | Meeting options

@‘EE'J
Dictate | Immersive
Reader
voice | immersive.

-

©
Viva
Insights

Add-in

Templates
Wy Templates

sjogms365rollout.ie

Creating Teams meeting using Outlook n


https://sjogms365rollout.ie/

ICT Department St John of God MS 365 Training Material

2. Right Click and click on Edit Hyperlink.

A
I

EnD Paste Options:

B0 RA
Editﬂyperlink..‘—@

EE, Open Hyperlink

@

Copy Hyperlink

<&z Remove Hyperlink
A Font...
=__q1' Paragraph...
5% Translate >
/® Search "join"
Synonyms >

M) Read Aloud

Figure 146: Hyperlink Menu

Please note: Use the right-hand mouse button to click and bring up the above
menu.

({( N
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3. Click into Text to Display and delete Click here to Join the Meeting. Type in your personalised
message for the link, for example “Meeting starting at 10.15pm.”

Edit Hyperlink ? X

Link to: Text to display: |C|ick here to join the meeting *—9’ | ScreenTip...

ExistinFiIe or Look in: |‘——‘l1 Documents I:l
Web Page Articulate 360 ~ Bookmark...
%) %"}rl:;:':t Custom Office Templates
Place in This How to Guides
Document Karen_Hughes_365
Browsed MS-365 Info and Reports
Y| Pages My Articulate Projects
%ziaem%ﬁ:v OneMNote Notebooks
Regent Files Outlook Files
B Peek_ v
Eall e |%22%Zc%220id%22%3a%22d1 ch256—8749—4f19-8bt:3—11caf54d8682%22%7d | Remove Link |

Target Frame: Newwindm) @_q oK | | Cancel |

Figure 157: Edit Hyperlink

4. This section is the address of our Meeting, please make sure you do not edit this link, if you
accidently delete this address, please cancel out of this box immediately.

5. Once you have entered your new Text in the Text to display, Click OK.

6. You will now see the new hyperlink with your teams meeting.

Tue13/122022 £ o830 -

End time Tue13/122022 [ | 0300 -

Microsoft Teams meeting

Join on your computer, mobile app or room device
Meeting is starting at IOJSam*_@

Meeting ID: 373 099 915 431
Passcode: wgBwLt
Download Teams | Join on the web

Learn more | Meeting options

[«

Figure 168: New Hyperlink in MS Teams
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