


5. From theAdd Activitydialog box, scroll to locate MS Teams Meeting

Add Activity X
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MH Camnuye

MS Teams Meeting"

My Media Kaltura LTI 1.3 Tools

6. Optional: You can change the name of the MS Teams Meeting link by clicking the actions arrow at the
right of the link and selectingdit Properties in Place

7. Click the linkname and replace it withlour preferred name.
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Scheduhga MS Teams Meeting

Instructors and studentsan
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3. Enteryour MyVSU email and password.

g
Sign f

Email, phone, or Skype

No account? Create onjsg

i

Can't access your account?

4. After signing in, your MS Teams Meeting dashboard will displiak.tGe New Meetindoutton to
schedule a meeting.
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Don't see any? Schedule a meeting

5. ANew Meetingwindow will open UnderAdd title, enterthe meetingname.

6. Optional In the Add required attendeefield, you can enter the email addresses of specific
individuals, such as Guests, you want to invite to the meeting. Nbggiests and other attendees
are invited to attend a Teams Class meeting, the meeting is considered Pamdteontent will
not be sharedvith those participants through the Teams Class channel.

7. Enter the meetingstartand EndDates and Times. If this will be a regularly scheduled meeting, select

Does not repeatand choose the reoccurrence option, e.g., Eweegkday (Mo#dFri), Daily, Weekly,
Monthly, Yearly, or Custom.
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8. Toinvite all students in a Teams Clasedc
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12. The meeting will display on Teams Meeting dashboard in the BlazeVIE\&ndaesludes Join and
Edit butons to manage the meeting.

13. FromMore Options]. . .], the meeting organizer
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Creating a Meeting Link to Share ®rest Access

1. To create a meeting link to send to Guests, open the meeting and right click on the Click here to join
the meeting
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JoinngaMS Teams Meeting from BlazeVIEW

1. To join aTeamameeting clickthe Joinbutton in the MS Teams Meeting dashboard in BlazeVIEW

2. You will be prompted to Open Microsoft Teamppwhich is the recommended setting/hen
selecting this option,gur meeting will open in Microsoft Teams.

3. If you select Continue on this Browsexnew browser window will open. Make certain you have the

most current version of Google Chrome or Mozillafeix installed. Click the Allolautton to let Teams
access your audio and videdOTEIf your popup blocker is turned on, this message will not appear.
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Room audio
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For more information or assistance, call 22486-6490 or emaiblazeview@valdosta.edu

For 24/7 BlazeVIEW or GoVIEW assistance, call 856423 or visitGeorgiaVIEW Help Center
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