Microsoft Teams

Securing Meetings

When creating a new public meeting you will need to click the Calendar icon within Teams.
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From there, choose the drop-down box next to new meeting and select controlled-content
meeting template option.

H# Join with an ID 1 Meet now + New meeting | - '

Schedule meeting

Templates

01

Webinar
Thursday

Host interactive event with registration

Town hall
Produce event for large audience

Apply extra meeting content controls

[Con trolled-content meeting ]

Live event
Produce live event




Make sure the options icon and sidebar are displayed as shown below.
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Change the drop-down box of who can present from “only organizers and co-organizers” to
“specific people.”
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Toggle the slide to have the meeting record and transcribe automatically.
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The following items should be preset within the meeting template, but you may find them under
the more options link of the sidebar.

Meeting organizer’s preference regarding the microphone and camera.
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Allow attendance report should be on
guests.
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IMPORTANT: Once your setting configurations have been set, please return to
the meeting options, and designate individuals authorized to be co-organizers and
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To assign a role to a participant. invite them
to the meeting individually. Learn more

To assign interpreters, add participants to the
meeting first.

After the meeting has started, an organ
to allow them to become a presenter.

izer or co-organizer may change the status of any attendee

After the meeting has ended save a copy of the meeting transcription, attendance report, chat
conversations (including links or attachments), and recording.
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Helpful Links for Microsoft Teams:

e Setting Up Secure Meetings
e Creating Custom Meeting

Templates



https://learn.microsoft.com/en-us/microsoftteams/configure-meetings-highly-sensitive-protection
https://learn.microsoft.com/en-us/microsoftteams/create-custom-meeting-template
https://learn.microsoft.com/en-us/microsoftteams/create-custom-meeting-template

