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Microsoft Teams Meetings

Make every Microsoft Teams meeting count
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Hi! I’'m Matt Cowdroy

“productive

matt@thinkproductive.com.au

l@l @thinkproductiveaustralia
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Mastering MicrosoFft
Teams Meetings

foNs for ry
Your Option (X Meetnow ~ ‘

5 Event

13

Friday (=) Channel meeting

o

Organisation templates
E2 webinar
Q Town hall

&3 virtual appointment
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| @ security
@ Audio & video
O] Engagement
& Roles

ane

Recording & transcript

) Security
Who can bypass the lobby? People who were invited v
People dialing in can bypass the lobby @ )

Attendees with a registration link can bypass the lobby (0

Who can admit from the lobby

Organizers, co-organizers, and

v
presenters
Reject anyone who can't bypass the lobby () .—“‘/
Enable Green room (7) a
¥ Audio & video
Apply
Town hall
B Save  #83 Meeting options
Details
Theming Basic info
Title *
Emails
Town hall
Reports
Start date End date
04/12/2024 7:30 v 04/12/2024 8:00 ~ 3m @
Description
B I U VAMMB == e

Add a description to share with attendees

Event group

Theyll receive invites when you save the event.

Organiser: @

‘ﬂ Deane Marwa

Co-organisers: ©
Add people to el orgariise the evert

Presenters from your org; ©

Add people from your org to speak at your event
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Virtual appointment Details Scheduling Assistant m

Show as: Busy v Category: None ' Time zone: (UTC+00:00) Dublin, Edinburgh, Lisbon, London ~  Response options v £83 Options

V4 Add title Who can present
Only organizers and co-organizers

I?"é External guest name * Email *

Record and transcribe @
automatically @)
+ Add additional external guest

Meeting chat

® 04/12/2024 07:30 v = 04/12/2024 08:00 ~ 3m © All day In-meeting only v

o~ v
s Does not repeat More options

<o Add attendees within my organisation + Optional

© Add location

B 7 US W A s Pragmphvy <= = = £ 9 oo =@ 9 ¢

Add a message, such as a confirmation note, to the meeting invitation that will be sent to and viewed by
all attendees.

Have you used Microsoft Loop?

10
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$2  Team Meeting

83 Invite required attendees & ~
® Wed 11/02/2026 15:00 - 15:30 &7 Scheduler
©] Add a room with Copilot Other options @~

0 @ ) Teams meeting

@ Add an agenda I

I
S

11

- N\

N
-

£ Team Meeting 6 8 C &

O Team check-in (5 mins) Francis
O Review Strategic Plan (30 mins) Jess

Meeting notes

+ Add meeting notes

Follow-up tasks

B N =
-+ Add task

I N I T S S .
am s TE e S s EE EE

-
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Chat
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Raise  React  View Notes Fms Copilot  Apps
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Camera

More Mic Share Leave

Notes

Agenda

O Team check-in (5 mins) Francis
O Review Strategic Plan (30 mins) Jess

Meeting notes

» Add meeting notes

Follow-up tasks
_— [ ] L _— |
B Taskapps -

(O Get quotation from Zoho

R (@ DeaneMarwa) (Tue 17 Feb)

-+ Add task

Just start typing..

(O Get quotation from Zoho

+ Add step
0- Add to My Day
Due Tue 17 Feb

(?) Open in Microsoft Loop >

Team Meeting 6
Plan

Me
Assignee

Add note

14
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Team Meeting 7

® Wed 11/02/2026 15:00 - 15:30

r——@-NﬂJOCaﬁonaddEL—_—__—_——

l
|

& Edit || [ Delete

View meeting agenda and notes I

15

e

Analysis

Standout (shows the

presenter cut out in front
of content)

Sales
Side-by-side Analysis

Reporter Mode (presenter Sales
+ headline banner) Analysis

16
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Apps More Camera Mic Share

Share content Include sound @

Presenter mode

O G

=3

3

Add background

17

Noise SUP

Settings Devices

Find in Settings (Ctrl+F) (2 Make a test call

&3 General

L ] — — _—— L] L] ] —_— _— —— _— ] I ]
7. Appearance

Noise suppression On
(5 Chats and channels 8 PP [ @]
. . O Backs ise onl
[ Notifications and activity () Badkground noise only
Enable this to enhance your microphone audic quality by removing background noise. Learn more
. | o

SR et @ Voice isolation

Privacy Isolate your voice from background noise and other voices while speaking. Only your voice will be audible. /
&——_——_———_——_—

Fﬁ’ Ay o o o

3 Devices
Spatial audio

ﬁ —_—— . . gy . ®

alls 04 viices will sound ike they're coming from where each person is positioned on your screen. Not yet available with wireless headphones. Available with off @ )

Together mode, Gallery and Speaker view. Learn more

[ Files and links

@ App permissions

E  Recognition ®,  Secondary Ringer None ~

18
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O

01:25

CART (communication access real-time translation)

=

\
. (D Show live captions
&
W0 Turn on Interprefer for me
~—

&5 Turn on RTT for this call

19

(® Record and transcribe
(D Meeting info

& Turn on Facilitator

S clicummiin g
A! Language and speech

23 Settings

@ Help

eeeee

O

01:25

Interpreter

20
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@ Timer

i Ngs
Al Language and speech

23 Settings

@ Help

cts and settings

eeeee

10



© Think Productive Australia Pty Ltd
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gntrals  Motes  Rooms  Copilot Apps More Camera Mic

ra eFfects and

Effects and settings Avatars

@ Integrated Camera

Backgrounds

2 Y = B T |
2] . B

Adjust brightness @ P

.

Soft focus ( ] :‘

More video effects and settings

© 2026 Think Productive Australia Pty Ltd. All Rights Reserved.
Not to be used or reproduced without permission.



© Think Productive Australia Pty Ltd

Em——— T § 5 © O s . v . a -
ntrols Notes Rooms Copilot Apps More Camera Mic Share Leay

Effects and settings  Avatars

Camera

&

@ Integrated Camera
Backgrounds
” *
., Q@ %4 - e
m ﬁ None Standard blur gy

Adjust brightness a
> - Soft focus D

More video effects and settings

23

O rJ@r.-—- @ ¢ @ -~

Rooms opilot Apps More Camera Mic Share Leave
Video effects and settings

Video effects  Avatars Settings

BEL neooo<y R
Yy _,ﬂ i -

Show all

m m * Filters
@

None

Frames Styles Snapchat QUETEILE
Ex [=> [=>
rrlif - &= = =
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- -
i
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E
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W‘ ﬂ h
&

© 2026 Think Productive Australia Pty Ltd. All Rights Reserved.
Not to be used or reproduced without permission. 12



© Think Productive Australia Pty Ltd

e Copior 2

Standard Copilot users ... pre-meeting:

® Prepare your agenda Copilot |

Feed CoPilot your meeting purpose, goals, & attendees list. Askitto
generate your agenda.

B Prepare wording for Polls
Feed CoPilot your Poll question and ask it to refine and generate options.
P Prepare talking points or Q&A

Feed CoPilot your Agenda and as it to prepare talking points or anticipate
questions that participants may ask.

25

=

Standard Copilot users ... post-meeting:

Copilot

® Transcribe meetings

B Summarize transcripts by pasting them into Copilot.
“Summarize this meeting with key decisions + next actions.”

B Catch up on missed meetings by asking Copilot to pull key points from
transcripts.

® Generate summaries for different audiences. “Summarise the meeting for
the leadership team, focusing on strategic decisions.”

Note: These features are manual. You provide the transcript or chat content.

26
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e Copior 2

Premium Copilot users ... pre-meeting:

® Prepare your agenda Copilot

I

As CoPilot to review emails / previous meeting transcripts and suggest an
agenda for your next meeting.

® Turn on CoPilot transcript

CoPilot will now transcript your meeting, enabling lots of post-meeting
features.

27
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Standard Premium users ... post-meeting:

Copilot

® A list of decisions made: CoPilot can extract decisions separately,
so they are easy to track and log.

v

A breakdown of next steps by person.

v

Risks, concerns, or blockers raised in the meeting.

v

A version tailored for different audiences.

v

A draft message to someone who missed the meeting.

v

Suggested agenda for next meeting.

28
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We've only just scratched the surface

~

think

productive

Mastering MicrosoFft
Teams Meetings
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(G) avstrRALA
thlnk & FREE WHY GET IN

PUBLIC

productive [ =% |

REIMAGINING WORK

e PUBLIC WORKSH:!

THE WAY OF THE MASTERING MICROSOFT & WEEKS TO NINJA -
PRODUCTIVITY NINJA - TEAMS MEETINGS PUBLIC WORKSHOP
PUBLIC WORKSHOP
2025 April 23, 2026

February 4, 2026 1pm - 3pm Syd Sam - Tlam Sydney time

9:30am - 1lam Sydney

time

Form Good

Habits, Transform the Way
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‘nvi‘n].o News

Do AUSTRALIA
Team pusLic rree | Dy cerin
| TOUCH
- e
Boosters
Ainja Blog
— fewslottar
ninja
Acodemy
a

PROFESSIONAL DEVELOPMENT FOR YOU AND YOUR TEAM.

¢ BOOST YOUR SKILLS. BUILD YOUR CONFIDENCE. BOOST YOUR LERRNING.

vour calleagues or add it to yo

Change the “Host" to Global to see all our sessions worldwide,

ninA oL
BoORTER - INBGX
2ERO, HEADSPACE RESTORSD

think "!/

productive

REIMAGINING WORK

matt@thinkproductive.com.au

m Matt Cowdroy

n Think Productive Australia

I@l @thinkproductiveaustralia
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