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User Manual for creating Meetings on Microsoft Teams

1. Login to your outlook email account, then click the >>New>> tab
(as indicated by the arrow in the image below).
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2. Goto >>Event>>
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3. Fill all the details in the columns related to the meeting mentioned in the below
image “Make sure Teams Meeting should be enabled as mentioned below”
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menu should be selected to “Everyone”

Under the options >> Meeting Access, “Who can bypass the lobby?” Drop down
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[2) Meeting access

Who can bypass the lobby?

Even if Everyone is selected, your org policy may require certain participants wait in the lobby
until 2 member of your org or a trusted org joins. This could include people joining without an
account, people from untrusted orgs, and people dialing in.
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Announce when people dialing in join or leave

6. Go to Home Page of Outlook email and click on recent created meeting as mention
in the below image.
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7. Click on expend icon as mentioned in the image in the Join bar >> Click on Copy join
link >> Join link copied automatically. Same may be shared with participants via

email/ others modes.
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8. Click on Show more mentioned in the above image to see meeting details e.g.
Meeting ID, Meeting Passcode & Link.
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Meeting ID: 473 524 188 054 461
Passcode: TZ6t3DU9
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