UNIVERSITY OF

EXETER

Creating a Secure Meeting in Teams with an
External Examiner
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Inviting an External Examiner

to the VIVA Session

Open your Teams Clieidt
Navigate to the CalendaPane
{St SO0 GKS kinSs
OR

Select the DrogDown menunext
Theicon.

{ St SO0 d&{ OK &dzt |
the drop-down menu 0¢ Meet now .
B2 Schedule meeting ¥

(@) Live event

20

Friday
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Navigate to the AddRequired
Attendees dialog as per thenage.

Enter the invitees fulemail
address.

This should provide message
starting (emailt h
address)”

Once you have entered all dfie L
required attendees Seledhe i oo
a{ Syene

They should now receiva
calendar invitation with aleams
The External user should receige
Calendar Invitation with a W2 A
aAONRa2Fld ¢ $ihkra
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Using Outlook to setup Requires Teams Desktop Client to Installed
the meeting

Open your Outlook016

Client

{ St SO0 K &onc

ashighlighted.

Via your Ribbon at thp ~

of the screen ~ ’
File Home  Send/Receive Folder View
{ St SO0 GRab ¢
0 Bo 8
{ sz $O[]Teat'm) é 7} New kf'vlew.r New MNew Skype  New Teams
aSSuAy 3 Appointment Meeting ltems ~ Meeting Meeting

New Skype Meeting Teams Meeting

(This should appear abe
4% or 5 1con fromthe q March 2020 >

Left) MO TU WE TH FR SA S5U
24 25 26 27 28 23 1
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A Team<Calendar
Invitation shouldnow
open in a newwindow.

Add the externalusers
full email address intdahe
Required orOptional
Fields

The External useshould
receive aCalendar

Invitation withad W2 A Yy
Microsoft Teamsa S S (i A
Link

Join Micrasoft Teams Meeting

Optional Settings inside

your VIVA Meeting

The Meeting Interfacewill
provide you withthe
following options:

G/ KIGé
GCAft Sa¢
G580+ Af &a¢
GaSSHhRYIB A
G2 KAGSo2F N

D1 g e [
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1. ¢/ KI G ¢

The chat window displayall
conversations duringk
between meetings.

2
o
L]
s
i
o
e

Invitees can poshere
outside of meetings tespeak
to all attendees andattach
files.

2. aCAf Sa¢

Any attached/sharedduring
the meetings willappear
here.

3. “Detail s”

This pane opens thealendar
invitation inteams.

You caradd/remove

attendees
&
Sel ect “ Me etd i

control who campresent
during themeeting.
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n o Ga2SiSSian gy =
Clicki Ngt édak

Creates a persistentiotes
Page

2
-
]

=
d
L7}

With the ability to create
additional sectionghat
track the date whichthe
notes wererecorded.

5. Whiteboard

0
0

Creates an accessible
whiteboard that canbe
edited by multiple peopleat
the sametime.

T P

=Y

This is especially usefiibr
those using mobilalevices
during themeeting.
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Tracking your Meetingn

Chat

In the chat windowyou
notice thatthe
meeting/conversationwill
appear in your chat logvith
a Calendar Icon next ti.

{ St SOGAY I willK S
give you the optionf:

1 Pin

1 Mute

1 Hide

Pin

Chat Recent Contacts Y

This option will forcethe
Chat record to remain athe
top of the log in a newdrop
down calledPinned

Recent

This is a Review Session Invitation e
You: The Participants Chat appears and stay he...

Osadebe, Mar &6

Mo °© Mark as unread
@ You: Im looking

!‘Q Broadfoot, Iar[ 52 _Pin o I
¥ Broadfoot, lan: 1 /'CA Mute Nd

R Teams Rollov @ Hide

Duignan, Kevin
Bradley, Chris B Manage apps

You: Coop had fresmurcawenargmyzeovanvars:

Recent Contacts Y

& This is a Review Session Invitation 19:15
You: The Participants Chat appears and stay here...
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{ St SOUA Y JicanK &
will stop the Teamglient
notifying you of messagesr
updates from thiscall.

{ St SOG A y Jrendover |
the meeting from yourlog | ¢8 Mark as unread
but not deleteit. & Pin

| A Mute

B% Manage apps

LAV ILR R LR, ST YU L RIS TS,

Searching for Meetings &

Chats

All meetings and chatsan
be searched for inhe
GO02YYIl YR ol NE
the teamsclient
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