Microsoft Teams Live Events

Schedule a Live Event from Teams

First time scheduling Live Events from Microsoft Teams? With this guide you will learn how to organise a Live Event and determine
which roles your team should play in the production and moderation of the event.
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Setting up the Live Event

The New live event screen is where you define the
following details about your event:

+ Title of your Live Event
» Date and Start and End times of your event New live event

* Who you will invite as Producers and Presenters
for the event

— ‘ You are setting up a live event
A . To invite attendees, copy the link once you schedule the live event, and publish it or send it in a

In the Invite people to your event group area is where calendar invite. Learn more
you define the roles for your event team members. The
following roles are available:
Title * Invite people to your event group
* Producer: As a host, makes sure attendees have a

great viewing experience by controlling the live

event stream. There is usually one producer but you Location

Company Townhall nvite presenters

Crganizer
can have multiple for backup of the primary. o v Poraonek
+ Starts and stops the live event. Q Producer
* Shares own video. Start End
* Share participant video. Apr 27, 2020 1:00 PM Apr 27, 2020 2:30 PM Event graup
» Shares active desktop or window. B Tim Hadley «
+ Selects layouts. Details : Presenter
B 7 U & v A Paragraph ~» 1, <= = ees & J.C. Layton I X
* Presenter: Presents audio, video, or a screen to the Presenter v
live event, or moderates Q&A There is usually Please join 13 minutes prior to the event for final preparation. Greg Yavello
multiple presenters and some may only have the & Presenter v x

role of moderating the Q&A as an example.

Once you have completed all of the fields, click Next to
continue.

Important Note — We have not defined who will be
viewing the Live Event as an attendee. We have simply
defined who will be producing and presenting in your
Live Event.
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Live event permissions

Next you will choose who can attend your event
based on the following permission types:

New live event
* People and Groups — The event can only be

watched by people, contact groups, or Office Live event permissions
365 groups you name.
* This permission type is ideal for s People and groups
confidential Live Events that should on|y Only the specified people and groups can watch the live event.

be viewed by the specific people or
groups defined here.

Org-wide
. . Everyone in your org can watch the live event. (Sign-in required)
* Org-wide — Everyone in your org can watch the

live event, including guests.

* This permission type is best for all other Public

Live Events where the content is not The live event will be open to anyone. Use when most of the attendees
confidential are outside your org. (No sign-in required)

* Public - Anyone can join — both people in your
org and those outside of it.

* This permission type would apply to a @® Teams
scenario where you intend for the ‘You plan to use Teams to share content from presenters’ webcams and screens.
general public to attend a live event,
such as your customers or shareholders.

* Note - In many Organizations this option
is disabled by IT, but can be permitted to
certain individuals based on a policy.

How will you produce your live event?

Recording available to producers and presenters

Recording available to attendees (1)

Before clicking Schedule, scroll down to reveal
options that pertain to How will you produce
your live event. These will be covered on the next
slide.
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How will you produce your live event?

Finally you will select a number of available options
for how your Live Event will be produced.

* Teams or An external app or device

» To produce the event in Teams, keep the
default option of Teams. The other
option An external app or device is
only if you desire to have your event
produced by a formal Audio and Visual
department or outside AV company.

* Recording available to producers and
presenters

* Arecording is available to producers for
download for 180 days after the event is
over.

* Recording available to attendees

» Attendees can watch the event on
demand using DVR options for 180 days.

+ Captions
» Captions are available to event
participants.
+ Attendee engagement report
* You can download a report that tracks
attendee participation
+ Q&A
+ Attendees can interact with producers
and presenters in a moderated Q&A.

Now that you have selected all of the options you
desire, you can click Schedule to continue.

New live event

Public

@&  The live event will be open to anyone. Use when most of the attendees

are outside your org. (No sign-in required)

How will you produce your live event?

Teams

You plan to use Teams to share content from presenters’ webcams and screens.

Recording available to producers and presenters
Recording available to attendees @
Captions (preview)
Spoken language English (United States)
Translate to Choose up to 6 languages -~
Attendee engagement report
Q&A

An external app or device

You plan to use another tool to share content. Learn more

Close
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Get the link for attendees

The next step in finalizing the setup of
your Live Event is to copy the Attendee
Link for your event. The Attendee Link is
how your event attendees will attend
the event.

Click the Get attendee link to copy the
link to the clipboard. You can now
publish that link however you desire.
Common ways of publishing it include:

+ Sending an Outlook invite to your
intended attendees and pasting the
Attendee link into that Outlook
appointment.

* Publishing via a company newsletter

* Publishing to a internal Intranet site

Once you have copied the Attendee
Link, you can now click Close schedule
the event. Producers and Presenters will
receive an invitation in their emails with
a link only valid for the Producers and
Presenters of the event.

Company Townhall

Invite attendees

4 » To invite attendees, copy the link and share it or send it in a calendar invite.
@ Get attendee link (7 Learn more

Copy this link to send to

attendees. Learn more
Menday, April 27, 2020 Organizer
1:00 PM - 2:30 PM (1 hours 30 minutes)
Microsoft Teams Meeting

Aaron Porzondek
Producer, Organizer

“ Chat Event group
Tim Hadley
’ Presenter

» Cancel meeting J.C. Layton Ill
& Presenter

Live event resources Refresh fm Greg Yavello
g Presenter

Close
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Joining as a Producer — From Teams or Outlook

Q, Search by keyword

. e -
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a s Alexander lvanov
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Joining as a Producer or Presenter

Join as a producer

Company Townhall

»

Event Team members will join
as their assigned roles
(Producer or Presenter).

Join now

(4 @ A @ £33 Custom Setup
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Monitor the number of attendees

PrOdUCer IS \/lev\/ O\/er\/lev\/ connected to the live event

Display the attendee indicator
throughout the session

% Collaboration best practices

See the Live
Production Screen

Manage the content
before sending to
the Live event

Send content to
the Production
screen and select
Start event when
you're ready to
start.

Manage the
content to be
presented on the
Live event before
sending and
send the content
to the Live event
screen when
you're ready.

Decide what
Cantent content you're
sharing at the event

Select the
content that you
want to share. It
can be a

......

Share your screen with the team of Enable your Camera and/or

presenters/Moderators and with the microphone to comment with the team DEEUE @ £l

Attendees of presenters/Moderators and with app to SETIE £
attendees J1i2 el

View people who have connected to

the Moderator or Products role to the Share with the team of presenters

event. If they turn on their camera, and moderators before launching the

you can see their image. event live, and with attendees once

the event is live.
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Producer Controls — Q&A, Chat, Devices, etc...

Search or type a command

@® TEst 0213 0attendees

Queue Live event

Your right pane
Meeting health

Q&A Manager
Add video or content from below The live event hasn't started . Meeting notes

(Event Team only)

Chat with Event
Team members
during the event
(not visible to the
Attendees)

List of Event Team
members

Device controls

Presenters

. Meeting
S information for

Mute all Event Team only. r
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Producer’s VIiew — Pre-Live SCreen | e e are the

® Company Townhall 04:16 0 attendees LD

Queue

Add video or content from below

Note that you can see when
your invited Presenters have
joined

Presenters

Video (Camera) and Content that
you wish to Send live to the Live
event.

Live event

The live event hasn't started

As the Producer you can Mute

and Un-Mute your Presenters
Audio

Share

Mute all
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Producer View — Managing Presenters

@ TEst 02:13 0 attendees

Queue

Add video or content from below

Presenters

Access your
Producers and

Presenters list here...

Search or type a command

Need to add a
Presenter ad-hoc, you
can do that here...

People

The live event hasn't started

Is one of your invited
Presenters late? Ask them to

Invite so lial a number

Currently in this meeting (3)

Q Aaron Porzondek
(]

o
‘-} Greg Yavello
(]
-

‘.5

Others invited (1)

join the meeting by clicking
the menu next to their name
and select “Ask to Join”

¢

g %
& JC Layton il P Aaron Porzo.. @M &

Share

Mute all
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Producer’s View — Preparing Speakers and Content

Video (Camera) and then select them to add
them to the Queue window

Step 1 — Ask your Presenter to turn on their J

Your Presenters Video (Camera) will
then appear in the Queue window
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Producer’s View — Preparing Speakers and Content

To present both Content (PowerPoint,
etc...) and a Speaker’s Video, change to
this Layout...

® Company Townhall 09«

Queue

To present Content, for example a
PowerPoint presentation, ask your
Presenter to share their screen. Their
shared screen will then appear in the
Content tray at the bottom.

\dd content from below The live event hasn't started

Once both the Speaker and the
Content is selected, both will appear in
the Queue window.

® Company Townhall 0340 0 attendees

Queue

Important Note — Any of the event Presenters can
share their screen during the Live event and their
screen will override the active Presenter. It is
therefore important to coordinate any change of
Content presenters during preparation for the Live
event.

Microsoft Team:
Immersion { e o "he live event hasn't started
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Producer’s View — Sending Speaker and Content to the Live event

Now that you have your Speaker’s Video
and Content in the Queue window, you can
now press the Send live button to send to
the Live event window

The contents of the Queue window
have now been transferred to the Live
event window.

You are now ready to start the Live

S SremEms ot = rRe e event. By clicking the Start button, the
Queue Live event will begin broadcasting your
speakers Audio, Video and Content to

all of your attendees. 7

Microsoft Team o
Immersion. & & The live event hasn't started
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Producer’s View — Starting your Live event

©® Company Townhall 1240 795attendees | LIVE Need help? 4 B B g s B0

Queue Nm Hadley's desktop and Greg Yavello Live event Tim Hadley's desktop and Greg Yavello are live

Attendee count is displayed as well

Your Live event is now running, evident by
the Live label at the top and red boxes
around your Live event window and the
windows of your Speaker and Content.

Presenters Content

Share

Y .
1% Mute all

Tim Hadley Aaron Porzo... ¢ \!, Tim Hadley's desktop
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Producer’s View — Switching to a new Speaker’s Camera

© Company Townhall 3542 795 sttendees ~ LIVE Need help? +~ B B & s B0

Queue Tim Hadley Live event Tim Hadley's desktop and J.C. Layton IIl are live Live event Q&A @

| Published (0) Dismissed (0)

Microso ] Dismiss
Immersion Y o =L

Anonymous 17:47

When will Teams be rolled out to us all?

& Private reply

If you wish to switch to the Camera of a different Speaker, you can
easily do that in the Queue window by selecting your desired
Presenter’s Camera. In this example, we also changed the layout to
just the Camera feed and not the Shared Screen (Content). By
clicking Send live, we would replace the current feed with the items
from the Queue window.

Presenters Content
- ‘Q : ! Share

“\‘- —pd ~ A icrosoft Tear 8

,",'ya A b o Mute all
9 . -k
el C— 3 ey, |

Tim Hadley \b: J.C. Layton Il \’j Aaron Porzo... [l \!, Tim Hadley's desktop

Make an announcement
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Producer’s View — Chatting with Presenters during Event

® Company Townhall 13:59 795attendees  LIVE Need help?

Queue Tim Hadley's desktop and Greg Yavello Live event Tim Hadley's desktop and Greg Yavello are live

Aaron Porzondek joined the meeting.
Tim Hadley and 2 others joined the
meeting.
Aaron Porzondek renamed the meeting to
Company Townhall.
11:20 AM 1
Tim, are you ready to present
your slides in 2 minutes?

Tim Hadley ) 1 @

“§© Aaron Porzondek, yes, | am
ready to go.

If you need to Chat with your fellow
Producers or Presenters, you can do that
via the Chat window. Note - These chats are
not visible to your attendees.

Presenters Content
Share

Mute all

b AN

Type a new message
Greg Yavello P J.C. Layton Il Tim Hadley Aaron Porzo... W \!/ Tim Hadley's desktop

A ¢ © @ B
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Producer’s View — Moderating attendee Q&A

® Company Townhall 3952 795 attendees  LIVE Need help? J\P%J & & & O

Tim Hadley Live event Tim Hadley's desktop and J.C. Layton Il are live Live event Q&A @ X

New (0) [Published (1)) Dismissed (0)

|
Q Open Most recent

Anonymous 5A &1 D

When will Teams be rolled out to us all?

Tim Hadley (Moderator) 1:46 A

Teams is coming next week.

<’ Reply

./

If you enabled Q&A when setting up your Live event, your attendees
will be able to post questions. The Producers and Presenters can
then review those questions in the Q&A Manager. New questions
will appear in the New area. You can then reply privately to those
and/or Publish them and then reply to them in the Published area.
You can also Dismiss messages which will then moved them to the
Dismissed area.

Presenters

Share

Mute all
% Make an announcement
Tim Hadley J.C. Layton Ill \g Aaron Porzo... @4 \!/ Tim Hadley's desktop
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Presenter’s View — While Speaking and Presenting

The red border indicates to the Presenter
who’s Camera is enabled and whose Screen
is being shared
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Presenter’s View — Additional Details

The Presenter role participates in the event with the ability to speak and present content and moderate Q&A (there will likely be
multiple Presenter’s invited to the event. Presenters have access to a private chat during the event with the other Presenters and the
Producer. This chat is not visible to the Attendees of the event.

Enable Chat Private
to interact with the
Team of
Moderators/Produc
ers

Keep this chat
open throughout
the event to
coordinate with
the team of
Producers and
Presenters
privately. This
chat will not be
visible to
attendees.

Enable your
microphone and/or
camera to interact
with the other
Presenters and
Producer

View people who
have connected to
the Presenter or
Producers role to
the event. If they
turn on your camera,
you can see your
image.

Q Search

Microsoft Teams

The hub for teamwork in Office365

® ur 1632 /m )z [ e E ) @ Request control

Share your screen with the Producer

Share your screen with the presenter
to finalize the event details. The
Presenter may present his/her
screen at the live event if he/she
wishes.

See the Producer and other Presenters
View people who have connected to the
Producer or Presenter role to the event. If they
turn on their camera, you can see their image.

20
Nh Hotels v @ = O X

Live event Q&A @ X

Dismissed (0)

Q Open Most recent
KATHARINA 252 P \‘ 17 m
HI

&’ Reply

RAQUEL 2:59 =
(Moderator) P\ X:30]

good morning / afternoon everyone

€’ Reply

RAQUEL 31 .
(Moderator) ¢/ w17

we'll get started in a couple of minutes

&’ Reply

RAQUEL 3:00 P
(Moderator) P @10

the session will be recorded and you can
post questions here

<’ Reply

Make an announcement

Moderate the
Attendees’ Q&A
window

This window will
display questions
from attendees
during the event.
Remember that
attendees do not
have access to the
microphone.

The questions of
attendees will be
deployed in the
New tab and you
will be able to
decide to publish it
to the entire group
of attendees with
what they will move
on to the Published
tab, or keep your
answer private.

You can also rule
out those redundant
or out-of-context
questions, which will
move on to the
Discarded tab.
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Producer’s View — Ending your Live event

® Company Townhall 1240 795 attendees ~ LIVE Need help?

Queue

Tim Hadley's desktop and Greg Yavello Live event

When you are ready to end your end, mute
everyone’s Audio, wait about 20 - 30
seconds and then select End. This will allow
your final closing remarks to reach your
attendees.

Presenters

Content

J.C. Layton Il \g Tim Hadley Aaron Porzo... ¢ \!, Tim Hadley's desktop

BB a s & 0

Tim Hadley's desktop and Greg Yavello are live

Share

Mute all
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The Attendee experience

LI O]
The Attendee experience includes controls
for Pause and Play, you can also Fast Live event Q&A @ X
Forward through the event. You can also _
turn on Closed Captioning if it has been Featured) My questions - Mostrecent «
enabled for your event. And the Q&A prony . o
. nonymous </ -5/ a0 A \
appears on the rlght' When will Teams be rolled out to us all?
g ° Moderator 4/23/2020 11:46 Al
. B - < ] 4 Teams is coming next week.
- 6]
C O 2 100 OSSO Cc C O E eVE



