
Microsoft Teams Meeting Options Guide
While CMS has set default options for Teams meetings as shown
below, organizers and co-organizers can edit these options (click for
more info)
For more information on organizers, co-organizers, and attendees in Teams
meetings, click here.

For additional support, visit the Zoom to Teams transition page
on the CMS website.

Pro tip: Make sure that you scroll down and click
on the save button if you change
anything in the Meeting Options page!

https://support.microsoft.com/en-gb/office/participant-settings-for-a-teams-meeting-53261366-dbd5-45f9-aae9-a70e6354f88e
https://support.microsoft.com/en-us/office/roles-in-a-teams-meeting-c16fa7d0-1666-4dde-8686-0a0bfe16e019?ui=en-us&rs=en-us&ad=us
https://www.cmsk12.org/Page/9679
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For additional support, visit the Zoom to Teams transition page
on the CMS website.

3 Ways to access Meeting Options

If you are a meeting organizer or co-organizer, in the event invite,
look for the "Meeting Options" link under Microsoft Teams Meeting.

1.

Only meeting organizers
and co-organizers can
edit meeting options.

2. In Teams, go to the Calendar and open the event in the calendar.
Then click on the 3 dots and click on Meeting Options.

3. Do you need to change
meeting options during a
meeting?
Click on the More button
in a meeting, then go to
Settings -> Meeting
options.
Remember to scroll down
and click save if you
change any meeting
options!

https://www.cmsk12.org/Page/9679

