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Agenda

Prepare your meeting
* Meeting options
* Collaborative notes

Engage participants
* Breakout rooms
» Polls

 Whiteboard

Technical setup in Teams (Live demo)
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n Best practices for effective meetings
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Meeting option categories

Security
* Bypassing the lobby

Roles

- Co-organizers
* Presenting

* Interpretation

Participation

« Allow mic / camera
* Meeting chat

- Q&A

* Reactions

« Attendance report

Recording & transcription
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Meeting options

| [2] Meeting access
& Roles
{-) Production tools
(' Participation
(@ Recording & transcription

(f) Copilot

(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 a 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.

People in my org, trusted orgs, and guests

People dialing in can bypass the lobby

Who can admit from the lobby

Organizers, co-organizers, and presenters

Announce when people dialing in join or leave
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Collaborative meeting notes

Share in
a Teams chat or an email

Loop component that everyone

/ can edit simultaneously

Collaborative
Notes

N

Open and edit in different

. —— @mentions available
apps and internet browsers @

Assigned tasks automatically ¥ Stored as a file in every
synced with ToDo & Planner participant’s OneDrive
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Ways to utilize Polls

Collect feedback

0 % ¢

Brainstorming

®
s
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Drive decisions

T

Break the ice

L

X You cannot use meeting polls in
channel meetings.

Gather information

@,

Test knowledge
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Breakout rooms
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Interaction

Announcement to all
rooms

Separate chat for each
room.

Separate presenter rights
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Collect ideas quickly with Whiteboard [0l

= Create new or use existing whiteboards & templates
= Guide collaboration experience

= Comment and vote ideas

= Insert and format text in text boxes, notes, and shapes
= Add images, videos, and links with rich preview

= Add and edit Loop components
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Best practices for effective meetings

— O

Set clear objectives and
prepare an agenda

o

~

/

— O

Encourage participation
e.g. hand-raising, chat,
reactions & polls.

.

~

4 Q N

Have clear and predefined
roles for co-organizers and
participants.

/
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o _/

— @

Utilize co-authoring tools
such as Whiteboards &
Excel Live.

.

~

Know and test your tools
in advance and set up
“Housekeeping rules”

— 0

Take collective notes
even when recording and
make use of Copilot

/

o

~

/
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UselT at SFS Academy

Our team supports and empowers you to work smarter with Siemens IT services so
that you can work more efficiently and achieve better results.

Learning Customized

Sessions Training
Request new trainings
for your team

L N =/ \Z )] /\ )

For more details, have a look at our UselT at SFS Academy page
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https://siemens.sharepoint.com/:u:/r/teams/BasicITInfrastructureHub/SitePages/UseIT@SFS.aspx?csf=1&web=1&e=e47Ueg
https://forms.office.com/r/k28HCiTEaQ
https://forms.office.com/r/jhgATEKYBm
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