ﬂi Microsoft Teams Meetings Guide

Each heading is a link to a Microsoft support article
with more information.
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Chat Breakout Rooms

Use Chat to communicate with other : ..
. . . Create and assign participants to
participants and share files during a

breakout rooms.

meeting.
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More options

Find more options here such as
recording, transcription, and
adjusting meeting options.

People

Click to see who is in the meeting,
who was invited, as well as change
participant settings.

Camera

Hover over the button to see a
preview of your video, or click on the
button to toggle the camera on or off

Raise Hand
Raise your hand to inform the
presenter that you wish to speak.

Reactions Microphone

Use reactions to engage with meeting Click on this button to mute/unmute
participants. your mic

View Share

Click to change the view to see all Share your screen, presentation, or
participants, or to focus on what is whiteboard by clicking on the share
being presented. button.
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For additional support, visit <insert support page here>
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https://support.microsoft.com/en-us/office/chat-in-a-teams-meeting-64e2cb91-8a11-4781-94ea-fbb23f2b922f
https://support.microsoft.com/en-us/office/use-meeting-controls-in-teams-ee1134a2-c74d-41ef-be98-e979d6167915#:~:text=Show%20or%20hide%20all%20participants
https://support.microsoft.com/en-us/office/raise-your-hand-in-a-teams-meeting-bb2dd8e1-e6bd-43a6-85cf-30822667b372
https://support.microsoft.com/en-us/office/express-yourself-in-teams-meetings-with-live-reactions-a8323a40-3d07-4129-934b-305370a36e21#:~:text=During%20your%20meeting%2C%20select%20React%C2%A0%C2%A0in%20the%20meeting%20controls%20at%20the%20top%20of%20the%20meeting%20view%20to%20share%20your%20reaction%20to%20what%27s%20being%20shared.%20Choose%20from%20a%20range%20of%20live%20reactions%2C%20including%3A
https://support.microsoft.com/en-us/office/customize-your-meeting-view-95aaeaf8-0f22-46cf-a6f9-34ca9b04a1b2
https://support.microsoft.com/en-us/office/use-breakout-rooms-in-teams-meetings-7de1f48a-da07-466c-a5ab-4ebace28e461
https://support.microsoft.com/en-us/office/use-meeting-controls-in-teams-ee1134a2-c74d-41ef-be98-e979d6167915#:~:text=Teams%20meetings.-,More%20actions,-Select%C2%A0More
https://support.microsoft.com/en-us/office/use-meeting-controls-in-teams-ee1134a2-c74d-41ef-be98-e979d6167915#:~:text=Turn%20your%20camera%20on%20or%20off
https://support.microsoft.com/en-us/office/muting-and-unmuting-your-mic-in-teams-17886394-9a9a-4f04-b4cc-e46589408b28#:~:text=Mute%20or%20unmute%20during%20a%20meeting%C2%A0
https://support.microsoft.com/en-us/office/share-content-in-a-meeting-in-teams-fcc2bf59-aecd-4481-8f99-ce55dd836ce8

