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Book and join a Teams enabled meeting room

This user guide will help you to book a Microsoft Teams (Teams) enabled meeting room and join the
meeting so you can utilise the full functionality of the Teams room. It will show you how to:

1. book a Teams enabled meeting room via Outlook

2. book a Teams enabled meeting room via Microsoft Teams on your PC

3. forward a Microsoft Teams meeting invite to a meeting room before the meeting begins

4. checkin and join the Teams meeting.

Note: To join an existing or start a new Teams meeting from within the room, refer to the Join or start a

Teams meeting from within the meeting room user guide.

1. Book a Teams enabled meeting room via Outlook

1 Invite the meeting room to your meeting invite. Within the Outlook invitation, select the
Location button and then start typing the suburb, building code and level to refine the
room list in the Select rooms window. You can invite multiple rooms from the same

invitation as required.

Note the format of Suburb code + Hyphen + Building code + Hyphen + “L” + Level number
for example, PAR-6PSQ-L04, will show you all meeting rooms on level 4 at 6 Parramatta

square in Parramatta:

Suburb

t

Level

t

Building

t
PARH6PSQHL04|N.13 (6) (VC) (Meeting)

Untitled - Meeting

File Meeting Scheduling Assistant Insert Format Text Review Help Q Tell me what you want to do
[@ =t @ Teams Meeting g v Eshow As: DBusy v Q. Reminder: | 15 minutes v P,B ¥
© You haven't sent this meeting invitation yet
Address Book
= Title PAR-6PSQ-18 All Rooms - lanStuart@facs.nsw.gov.au
Send Name Location Business Phone
Required
SQ-LBN.18 (4) (VC) (Meeting) [
Q-LBN.19 (6) (VC) (Meeting) PAR-6PSQ
Optional 6PSQ-LBN2 (6) (VC) (Meeting PAR-6PSQ
E] PAR-6PSQ-LBN.20 (3) (VC) (Meeting) PAR-6PSQ
sttime wed 1981/2022 B]!| &€ |BPAR-6PSQ-LEN23 (12) (VO) (Meeting PAR-6PSQ
E] PAR-6PSQ-LBN.24 (12) (VC) (Meeting) PAR-6PSQ
End time d 19/01/2022 E 83 | [] PAR-6PSQ-L8N.3 (4) (VC) (Meeting PAR-6PSQ
E] PAR-6PSQ-LBNA (6) (VC) (Meeting PAR-6PSQ
E] PAR-6PSQ-18530 Meeting PAR-6PSQ
Location E] PAR-6PSQ-18.5.31 (12) (VC) (Meeting| PAR-6PSQ
E] PAR-6PSQ-18.5.39 (6) (VC) (Meeting PAR-6PSQ
E] PAR-6PSQ-18.5.40 (10) (VC) (Meeting PAR-6PSQ
E] PAR-6PSQ-185.41 (10) (VC) (Meeting PAR-6PSQ
E] PAR-6PSQ-18.542 (6) (VC) (Meeting) PAR-6PSQ
E] PAR-6PSQ-L85.47 (4) (VC) (Meeting PAR-6PSQ
] PAR-6PSQ-L85.48 (6) (VC) (Meeting) PAR-6PSQ
E] PAR-6PSQ-L8S. PAR-6PSQ
E] PAR-6PSQ-18555 ting PAR-6PSQ
E] PAR-6PSQ-LIN.13 (6) (VC) (Meeting) PAR-6PSQ
F1 PAR-6PSQ-LIN.14 (6) (VC) (Meetina) PAR-6PSQ
<

Cancel

< f¢
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2 Add a Teams link by selecting Teams Meeting.

If you do not see the Teams Meeting icon, you will need to refer to ‘Book a Teams enabled
meeting room via the Microsoft Teams app installed on your PC’.

= v

File Meeting Scheduling Assistant Insert Format Text
e ° —=
@ Calendar % X p\% I(_"EI
Delete Teams Cancel Address Check Response
— Forward ~ . o :
Meeting finvitation Book Names Options v
Actions Teams Meeting Attendees

@You haven't sent this meeting invitation yet.

B Title

e Required PAR-6PSQ-L10.N.22 (4) (VC) (Huddle)

Optional

3 The Microsoft Teams link has been added.

- Untitled - Meeting

File N i Scheduling

Insert Format Text Review Help HPE Content Manager HPE Content Manager Q Tell me what you want

@I Calendar $ n E! p\% é‘j EShowAs: Dﬁusy - O EE £ Private LQJ ﬂ

| High Import
Delete Join Teams Settings | Cancel Address Check Response i Recurrence | Categorize - 0" PONAMCE | pictate | Meeting
—> Forward ~ p P L D Reminder. 15 minutes  ~
Meeting v Invitation Book Mames Options v v Low Importance v Notes Te
Actions Teams Meeting Attendees Options Tags Voice | OneNote |My

() You haven't sent this meeting invitation yet.

B, Title

Send Requi PAR-6PSQ-L10.N.22 (4) (VC) (Huddle)
Optional
Start time Wed 12/01/2022 5] | 1:00AM w| [Janday [J & Timezones
End time Wed 12/01/2022 =] | 1m:30aM w| 43 Make Recurring

Location PAR-6P5Q-L10,N.22 (4) (VC) (Huddle!

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Join with a video conferencing device
doj@m.webex.com

Video Conference ID: 138 907 969 7
Alternate VTC instructions

Learn More | Meeting options
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4 Once you have sent the invitation you will receive an email notification confirming the
room has been booked.

Wed 19/01/2022 11:28 AM

PAR-6PSQ-L10.N.4 (8) (VC) (Meeting)

Accepted: Teams enable room booking

When Wednesday, 19 January 2022 12:00 PM-12:30 PM [UTC+10:00) Canberra,
Melbourne, Sydney.

Location PAR-6PSQ-L10.M.4 (6] (VC] Meeting)

ﬂ PAR-6PS0-L10.M.4 (&) (VC) (Meeting) has accepted this meeting.

Your request was accepted.

This room is Microsoft Teams enabled, please book a Microsoft Teams
Meeting to take advantage of the enhanced meeting experience

Sent by Microsoft Exchamge Server 2016

Note: you can forward a meeting request with a Microsoft Teams link to multiple rooms.

2. Book a Teams enabled meeting room via Microsoft Teams on your PC

1 To start a new meeting in Teams, select the Calendar icon from the left hand menu and
then select the New Meeting button.

@ B Today < > - February 2022 ) Work week

Chat

& 01 02 03 04
Calendar Monday Tuesday Wednesday Thursday Friday

9 am
10 am
oo
Apps
Help 11 am
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2 Invite the meeting room to the meeting invitation. Within new meeting, select the Add
location text entry box. Start typing the suburb, building code and level refine the room
list. You can invite multiple rooms from the same invitation as required.

Note the format of Suburb code + Hyphen + Building code + Hyphen + “L” + Level number
for example, PAR-6PSQ-L04, will show you all meeting rooms on level 4 at 6 Parramatta

square in Parramatta:

Suburb

t

Building Level

t

t
PARHGPSQHLO4{N.13 (6) (VC) (Meeting)

New meeting Details Scheduling Assistant

Category: None ~ Time zone: (UTC+10:00) Canberra, Melbourne, Sydney ~~ Response options

2 < Serraview Room List =

=]

0 '3.L.R-€. SQ-L10.N.13 (6) (VC) (Meeting)

rree ~

1o

o Uptiona

iy PAR-6PSQ-L10.N.14 (6) (VC) (Meeting)

(D
=
rp  PAR-6PSQ-L10.M.19 (3) (Meeting)
L
1) va:R-é?SC-L‘lC'..'\I 2 (6)
= ee
B PAR-6PSQ-L10.M.J2 (4) (VC) (Meeting
LL .
&
rm PAR-6PSQ-L10.N.BB (6) (VC) (Meeting <
© Add location

B 7 U S|V & M rmgapnv | = =

=

ype details for this new meeting

3 Once you have sent the invitation you will receive an email notification confirming the

room has been booked.

Wed 19/01/2022 11:28 AM

PAR-6PSQ-L10.N4 (6} (VC) (Meeting)

Accepted: Teams enable room booking

When Wednesday, 19 January 2022 12:00 PM-12:30 PM (UTC+10:00) Canberra,
Melbourne, Sydney.

Location PAR-6PSQ-L10.M.4 (6] (VC) [Meeting)

ﬂ PAR-6PS0-L10.M.4 (&) (VC) (Meeting) has accepted this meeting.

Your request was accepted.

This room is Microsoft Teams enabled, please book a Microsoft Teams
Meeting to take advantage of the enhanced meeting experience

Sent by Microsoft Exchange Server 2016
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3. Forward a Microsoft Teams meeting to a meeting room

1 If you receive a Microsoft Teams Meeting invite, you can forward this to a meeting room
or multiple meeting rooms.

From the invitation select the More options icon and then Forward from the drop-down
list.

Forward to a Meeting Room - Meeting

File Meeting Help Q  Tell me what you want to do

—h /7 o .

m (o] a3 | @ £ |=]][0] ] Qs
Delete = Respond = Meeting | Calendar CQuick Move Tags | Editing | Speech | Zoom | Shareto
- Motes Steps ¥ - - - - Teams

Delete Meeting Notes | Calendar | Quick Steps & Zoom Teams ~

Forward to a Meeting Room

lan Stuart & D
© Required @ lan Stuart 9:f Calendar...

(i) As the meeting organizer, you do not need to respond to the meeting,
gorg y f g p:
D) Reply

(O Monday, 31 January 2022 11:00 AM-11:30 AM @ Microsoft Teams Meeting % Reply All

—2 Forward I

M3 Reply with IM

L_d‘ Reply All with IM
Microsoft Teams meeting 82 Forward as Attachment
&, cal >

Join on your computer or mobile app
Click here to join the meeting

Join with a video conferencing device

nswfacs@m.webex.com
Video Conference ID: 137 436 768 3

Alternate VTC instructions

The Department conducts routine and intermittent workplace surveillance (including camera, computer,

2 Select the To... button to open the search window.

Start typing the suburb, building code and level refine the room list. You can invite
multiple rooms from the same invitation as required.

Note the format of Suburb code + Hyphen + Building code + Hyphen + “L” + Level number
for example, PAR-6PSQ-L04, will show you all meeting rooms on level 4 at 6 Parramatta
square in Parramatta:

Suburb Building Level

t t t
PARH6PSQHL04|N.13 (6) (VC) (Meeting)
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FW: Forward to a Meeting Room - Meeting

File Meeting Insert Options Format Text Review Help Q Tell me what you want to do

A A ach File v w Up v
A 98 § Attac l.ElEj P8 Follow Up

82 Attach item v

L B 1 | wi
Paste AdH—— et a——i—_ 1 High Importance
v S| L Az = A 8
Clipboard % Basic Text Adiirass Book
/ PAR-6PSQ-L8 50 i | Offline Global Address List - lan.Stuart@facs.nsy v Advanced Find
B To . : .
Name Title Business Phone Location Deps:
Send E] PAR-6PSQ-L8N.10 (2) (Team Collaboration) PAR-6PSQ A

Subject FW: Forward to a Meetir

A -L8.N.18 (2) (VC) (Meeting) PAR-6PSQ

E] PAR-6PSQ-L8N.19 (3) (VC) (Meeting) PAR-6PSQ

When Monday, 31 January 202 |E] PAR-6PSQ-L8N.2 (3) (VC) (Meeting) PAR-6PSQ

E] PAR-6PSQ-L8.N.20 (2) (VC) (Meeting) PAR-6PSQ

3 3 [] PAR-6PSQ-L8.N.22 (2) (Team Collaboration) PAR-6PSQ

Location  Microsoft Teams Meetint | 5 p5q 6psq.18.N:23 (6) (VC) (Meeting) PAR-6PSQ

E] PAR-6PSQ-L8.N.24 (6) (VC) (Meeting) PAR-6PSQ

lan Stuart E] PAR-6PSQ-L8.N.3 (2) (VC) (Meeting) PAR-6PSQ

E] PAR-6PSQ-L8NA (3) (VC) (Meeting) PAR-6PSQ

E] PAR-6PSQ-L8.N.9 {2) (Team Collaboration) PAR-6PSQ

E] PAR-6PSQ-L8:5.30 (3) (VC) (Meeting) PAR-6PSQ

E] PAR-6PSQ-L8.5.31 (6) (VC) (Meeting) PAR-6PSQ

_____ Original Appointment—— E] PAR-6PSQ-L85.39 (3) (VC) (Meeting) PAR-6PSQ

E] PAR-6PSQ-L8.5.40 (5) (VC) (Meeting) PAR-6PSQ

From: lan Stuart F] PAR-6PSQ-L8S41 (5) (VC) (Meeting) PAR-6PSQ

Sent: Monday, 31 January 2022 9:54 AM [] PAR-6PSQ-L8.5.42 (3) (VC) (Meeting) PAR-6PSQ

To: lan Stuart; lan Stuart E] PAR-6PSQ-L8SA7 (2) (VC) (Meeting) PAR-6PSQ

Subject: Forward to a Meeting Room E] PAR-6PSQ-18.5.48 (3) (VC) (Meeting) PAR-6PSQ
When: Monday, 31 January 2022 11:00 AM-11:30 r<1 ARCESCLLESSS 2 G0 Qesting AREE o >

Where: Microsoft Teams Meeting
Required PAR-6PSQ-L8.N.18 (2) (VC) (Meeting)

OK Cancel

3 Select the room or rooms, select the Required button and then OK.

FW: Forward to a Meeting Room - Meeting

File Meeting Insert Options Format Text Review Help Q Tell me what you want to do
A/ @ Attach File v FU Follow Up v
Imy | B I | = = 87 attach Item v | Hi
Paste ) AdH—m P a——i_ 1 High Importance
v & £ A = = A B
Clipboard 15 Basic Text Search: (®)Nameonly ()Morecolumns  Address Book
PAR-6PSQ-L8 Go Offline Global Address List - lan.Stuart@facs.nsy v Advanced Find
B To . : ”
Name Title Business Phone Location Dep¢
Send Subject FW: Forward to a Meeti
When Monday, 31 January 202 | E] PARJPSQ-LBN2 (3) (VC) (Meeting) PAR-6PSQ
(] PARJPSQ-LBN20 (2) (VC) (Meeting) PAR-6PSQ
p fT % E] PARJPSQ-L8.N.22 (2) (Team Collaboration) PAR-6PSQ
L Microsoft Teams Meetin | = ¢ Bosq 18.N23 (6) (VC) (Meeting) PAR-6PSQ
[] PARJPSQ-L8.N.24 (6) (VC) (Meeting) PAR-6PSQ
From lan Stuart [] PARJPSQ-LBN3 (2) (VC) (Meeting) PAR-6PSQ
] PARJPSQ-LB.NA (3) (VC) (Meeting) PAR-6PSQ
D PARJPSQ-L8.N.9 (2) (Team Collaboration) PAR-6PSQ
] PARJPSQ-L8.530 (3) (VC) (Meeting) PAR-6PSQ
] PARJPSQ-L8.S31 (6) (VC) (Meeting) PAR-6PSQ
_____ Original Appointment—— E] PARJPSQ-L8:S39 (3) (VC) (Mee!ing} PAR-6PSQ
Eroras lan Stuart ] PARJPSQ-LB.S40 (5) (VC) (Meeting) PAR-6PSQ
Som: A= uar [] PARJPSQ-LB.S A1 () (VC) (Meeting) PAR-6PSQ
Sent: Monday, 31 January 2022 9:54 AM [] PARJPSQ-L8:S 42 (3) (VC) (Meeting) PAR-6PSQ
To: lan Stuart; lan Stuart ] PARJPSQ-LBS AT (2) (VC) (Meeting) PAR-6PSQ
Subject: Forward to a Meeting Room [] PARJPSQ-LB.S48 (3) (VC) (Meeting) PAR-6PSQ
. v
When: Monday, 31 January 2022 11:00 AM-11:30 n PA}‘SQvLB.S.SAi (2) (VC) (Meetina) PAR-6PSQ

Where: Microsoft Teams Meeting

Note: Ensure that the room or rooms you are booking are available as the host will receive the
accepted or denied notification for the room booking.
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4. Check in and join a scheduled meeting at the room

1 On the booking panel outside the meeting room you must select Check In to confirm you
are using the Teams enabled meeting room. You can do this up to 15 minutes prior to or
after the start of the meeting. If you do not check-in your meeting will be cancelled so
other staff can use the room.

Confirm the meeting is yours by tapping the upcoming meeting block. Only the
organiser’s name will display.

PAR-6PSQ-L8.S.31 Thursday, January 27,2022 12:18 PM

private

2 The meeting details display. Select Close to return to the main interface.

Meeting Details

private

Dustin Le

PAR-6PSQ-L8.S.31

Book and join a Microsoft Teams enabled meeting / Microsoft Teams rooms 7
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3 Once you have confirmed this is your meeting, select the Check In button.

PAR-6PSQ-L8.5.31 Thursday, January 27, 2022 | 12:20 PM

AVAILABLE

LY

+

4 On the console panel in the meeting room, find your meeting and select Join.

12:04 PM

PAR-6PSQ-18.5.31 (12) (VC) (Meeting)

PAR-6PSQ-L8.5.31 (6) (VC) (...
12:00 PM - 12:15 PM

<

New meeting Dial pad

7

Present

Note: there is no need also join via your laptop to use the room functionality.

Book and join a Microsoft Teams enabled meeting / Microsoft Teams rooms 8
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5 Your meeting will have similar controls to the Microsoft Teams app interface on your
laptop.

To present, connect your laptop to the HDMI cable. This will always display your whole
screen.

12:12 pm

PAR-GPSCHFLES 21 [12] (VC) {Meaedting]

Teams Meeting: PAR-6P50-LA 531 (6] (VO (Meeting)

lan Stuart

Note: you can also join the meeting on your laptop to present. If joining the meeting to share
content it is important to select the Don’t use audio option before joining the meeting as this
will prevent audio feedback in the meeting room.

Note: refer to the Meeting room technology overview user guide for help with using the
console features.
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