Microsoft Teams

Recommended Meeting Method



Create/host a meeting within team channel
1. Go to your channel within your chosen team group.

36 CS - Knowledge Management Cell

General

2. Below the conversation panel; choose Meet Now.

Start a new conversation. Type @ to mention someone.
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3. Create a subject, choose to enable webcam or schedule as a meeting. When done select Meet Now. Once in the meeting, invite others as needed.




Create/host a meeting within chat group
1. Go to your chat groups

2. Then on the far right panel; choose Video Call. Everyone that is apart of the conversation will receive the invite to join.
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Join a Teams meeting
1. In a Teams meeting invite, select Join.

2. Join Microsoft Teams Meeting: Enter a meeting from your Teams meeting invite.



Schedule a meeting

Calendar
Select New meeting. © S
1.Type in a meeting title and enter a location. Al )
2.An online meeting is created by default. gam UNGIIL 559t USAF PACAF ..
3.Choose a start and end time, and add details
if needed. Gam § SharPointTining
4.Enter names in the Invite people box to add S regemen

nagement ...

them to the meeting.

5.Note: To invite someone outside your
organization, type in their email address and
they'll get an invite to join as a guest — even if
they don't have Microsoft Teams.

Under Select a channel to meet in, select the
drop-down arrow to manage your meeting's
privacy settings:
1. Select None to keep your meeting
private.
2. Select a channel to open the
meeting to team members.
3. If your meeting gets posted in a
channel, it'll appear under the
Posts tab. Team members can set
agendas, share files, or add
comments.

] Schedule a meeting




Defense Collaborative
Services

Alternate Meeting Method



Accessing Defense Collaborative Services

Access Defense Collaborative Services
via the link below:
https://conference.apps.mil/

1. Select Log-in

2. Read US Department of Defense
Warning Statement

Click Accept

4. Proceed to DCS - Dashboard

w


https://conference.apps.mil/

Create/host a meeting within Defense Collaborative Services

Schedule a meeting

Select Conference

You will have three options once conference is
selected:
1. My Reservations

This will allow for you to
schedule meetings. This tab is also necessary
for gathering the URL or Dial in Number/PIN

2. Shared Recordings

When you are creating a
Reservation you can select to have the meeting
be recorded. Meetings that were recorded can
be viewed after the fact if recorded and then
shared.

3. Public Reservations

When creating a Reservation you
can select public or private. If public is selected
then any member with DCS access can log-in to
the meeting. This function is not recommended
unless you cannot provide the URL out to
needed attendees.

To create a new meeting select the “ + New
Reservation” Button

My Reservations

Shared Recordings

Add Reservation

Once the “Add Reservation” window Name *

opens input information in the
mandatory fields.

MName cannot be blank.
Note: This menu will allow for you to
make Conferences that fit option 2/3

If no desired URL is selected a default
URL is created and will be seen after
save is selected to push to attendees. It
is recommended to use a default URL.

Description *

The member who creates the
conference is the default admin but that
can be altered after creation.

Public Reservations
Recording? *

Desired Custom Meeting URL (optional)

Allow Dial-in? *

yes * Mo *

Meeting Time

m

Visibility * Private *

Public *

Y

yes

=

Mo *




Managing a meeting you created

There are multiple options available once a
conference/meeting has been made.

1. The start option

Once this option is selected by the Admin.
Once the Admin or attendee selects “Join Now” a new page
with the actual DCS Conference is opened.

Note: Members will not be able to log into
the conference until it is started

The member will get an option on how they
want to join into the conference, if you are not an active
speaker, select listen only.

2. Manage
This will allow you to add members and

select their roles.

Note: You will need the members email to
add them.

Note: You do not have to add members here
for them to join as long as you provide them the URL.

Note: You cannot alter members once the
session has started.

3. Recordings
Allow for downloading of sessions that

allowed recording. These auto delete after 180 days. It is
advised to inform attendees at the start if recording is being
conducted.

4. Web Conf URL/ Dial in / PIN
This is the needed info that has to be pushed
externally for attendance.

My Reservations  Shared Recordings

Public Reservations

hese are the reservations you have access to. Please note that reservations that have not had 2 meeting session started in the past 180 days will ba removed from all Users profiles and deleted.

% mine o

Enable Meeting Recording

Web ConfURL:  htps://conference. apps mil/webconfi3641yssasmvan6t1v4bcangdnucn33fr

Web Conf Dial In Number:

410-874-6300 or DEN: 312-874-6300

Web Conf PIN:

W Recordings

Manage -

188562125

£ Copy



Basic usage options within Conference

There are multiple options available once a
conference/meeting has been started and joined.

The Admin can upload presentations and use slides within
the center console.

All attendees can use the chat function on the right hand
side.

Note: If you do not enter a name when
prompted upon joining, you will be listed as a guest.

Options within chat window also allow for members to
make segmented group chats from Users listing or to direct
chat privately.

Top left hand side will show all members who are in
attendance.

Bottom left hand side indicates who has webcams within
attendance.

Note: If the admin stops the conference
then all members are pushed out,

All actions should be conducted prior to
Admin selecting stop.

Zr = Connolly, Sean P TSgt USAF 52 M3G (USA)

The image below is how you can alter who is presenting in
the center screen.

The Cloud image to the far left allows for individuals to
upload a presentation.

The bar image allows for members to create a poll for
attendees (example: yes/no, true/false, A/B)

The name tab allows for alteration of presenter

The file with downwards arrow icon allows for downloading
of the presentation

The arrow icons allows the presenter to navigate between
presentation slides.
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