Creating An Office Hours
Meeting In Teams
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Step One: Make sure you are logged into
Microsoft Teams with your Wayne Account

(A Q_ Search or type / for a list of shortcuts r:\o :
)
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Step Two: Navigate to your WSU Email
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Step Three: Click on the Calendar icon

i1 Outlook L Search
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Step Four: Click on New Event

Sy,

Qutlook DO Search o @ o) 2 ‘-:]"‘

ffl Today € — August2-8, 2020 Week ~ & Share [ Print

.
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Add calendar

My calendars

Calendar
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Faculty Events Calendar

Groups
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[DEPT] School of Libra...

University Libranies
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Step Five: Fill out the information for your office
hours

Tod: fii] Week ~ 1= Sh Print
B Today & = Save [a] Discard [F Scheduling Assistant Busy v <7 Categorize > [z Response options i =L

2 Sun .

Calendar €< > Fii, August 7, 2020

Office Hours

Invite attendees Optional

8/7/2020 100PM ~ to 130PM ~ @ Alday®@ )

Add calendar Repeat: Never 2R

My calendars Search for a room or location Teams meeting

Calendar

Remind me: 15 minutes before

People’s calendars

Faculty Events Calendar

Groups

[ORG] School of Librar...

GSAs

[DEPT] Schaol of Libra...

University Libraries

WAYN E, STATE Creating An Office Hours Meeting In Teams

School of Information Sciences sistech@wayne.edu



mailto:slistech@wayne.edu

Note: You do not have to fill out every student you
have in the Attendees section

Tod. = il Week v~ 12 Share Print
B Tody & Save [i] Discard [F Scheduling Assistant Busy v {7 Categorize ™ [Z| Response options v f 2]

2 Sun .

Calendar v
Office Hours

Invite attendees

8/7/2020 1:00PM Vv to 130PM v @

K2)2bFUYmZ
Add calendar Repeat: Never v~

S ETEE Search for a room or location Teams meeting
Calendar

Remind me: 15 minutes before

People’s calendars

Faculty Events Calendar

Groups

[ORG] School of Librar...
G5As

[DEPT] School of Libra...

University Libraries
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Note: You MUST make sure the meeting is set
as a Teams meeting

Toda fil Week ~ |2 Share Print
& y & = 8] Discard [F Scheduling Assistant Busy ~ <7 Categorize ™ 5] Response options = =

2 Sun .

Calendar & = Fri, August

Office Hours

Invite attendees

8/7/2020 1:00PM ~ to 130PMm ~ @

= K2J2bFUYmZ
Add calendar Repeat: Never -

SUETEEE Search for a room or location Teams meeting
Calendar

Remind me: 15 minutes before

People’s calendars

Faculty Events Calendar

Groups

[ORG] School of Librar...
GSAs

[DEPT] School of Libra...

University Libraries
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Step Six: Click on Save

Tod. fiil Week ~ & Share Print
Bl Toay & Save [8] Discard [ Scheduling Assistant Busy ~ <7 Categorize ~ [] Response options ~ - G =
5
2 Sun

Calendar < = Fi, August 7, 2020

Office Hours

Invite attendees Optional

8/7/2020 100PM ~ to 130PM v @ Alday@® )

Add calendar Repeat: Never =

My calendars Search for a room or location Teams meeting

Calendar

Remind me: 15 minutes before ~

People’s calendars

Faculty Events Calendar

Groups

[ORG] School of Librar...

G5As

[DEPT] School of Libra...

University Libraries
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Step Seven: When you are ready to enter the
meetmg, click on the meeting in your calendar

[@) Office Hours

©  Fri 8/7/2020 1:00 PM - 1:30 PM
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Step 8: Click on Join

] Today & > August2-8, 2020 Week ~ & Share g Print

.
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2 w5 Join
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Add calendar
£ Edit ] Delete
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Groups

[ORG] School of Librar...
GSAs

[DEPT] School of Libra...

University Libraries
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Step 9: A new tab will open in your browser asking
if you'd like to navigate to Teams. Click Open
_Microsoft Teams

Download the Windows app
Use the desktop app for the best expe

¥

HOW do you want to jOin Continue on this browser
your Teams meeting? No download or installation required

w Open your Teams app
Already have it? Go right to your meeting
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Note: You will be automatically redirected to the
Microsoft Teams app on your computer.

CCCCC
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Step Ten: Choose your video and audio
settings for the meeting

CCCCC

)
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Step Eleven: Click on Join Now

CCCCC

'our au
Office Hours

Custom Setup

£
9
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Note: This is what your screen should look
ike when you join the meeting.
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Step Twelve: Click on the Participants icon
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Note: This will copy the Join Information for your
meeting. Paste this link where you would like your
students to see.
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Questions?

Fill out a SIS Tech Help Desk form from the SIS website

or email sistech@wayne.edu

WAYNE STATE
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