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Start or join a new meeting in a meeting room

The recommended process for accessing the Teams room functionality of a meeting room is to invite
the meeting room to the meeting or to forward a meeting request to the room in advance to create a
simple ‘Join’ button in the room. However, in situations where this has not been possible, this user
guide will help you to start or join a meeting from within the meeting room.

This user guide will show you how to:

1. start a Microsoft Teams meeting using Meet Now and Bluetooth beaconing

2. join a meeting by forwarding the invite to the room

3. join an existing meeting via Bluetooth beaconing.

1. Start a Microsoft Teams meeting using Bluetooth beaconing

1 On your laptop, go to MS Teams, select the Calendar icon and then Meet Now.

Q Calendar 1 Meet now + New meeting |
Activity g
6) @ Today < huary 2022 - February 2022 (B Work week
Chat
B 01 02 03 04
Calend Monday Tuesday Wednesday Thursday Friday
9 am
10 am
Apps
Help am

2 The video and audio options screen will display. Select Room Audio.

PC Mic and Speakers

B

Your camera is turned off

Room audio

Don't use audio

Cancel
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3 The list of available rooms will be based on your proximity to the meeting room.
Check the room number on the console and then select the Room from the room list and
then Join Now to connect the meeting to the room.
Choose your video and audio options
Computer audio
B¢
Your camera is turned off {; Room audio
h for a room
Deon't use audic
4 Your meeting will display on the console and have similar controls to the interface on your

laptop. Add additional names via the name search bar.

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

2. Join a Microsoft Teams meeting by forwarding the invite to the room

1

From the
list.

You can forward an existing Microsoft Teams meeting invite to the room.

invitation, select the More options icon and then Forward from the drop-down

Forward to a Meeting Room - Meeting

File Meeting Help Q  Tell me what you want to do
I IR A E e
Delete = Respond = Meeting Calendar Quick Move Tags | Editing | Speech | Zoom | Shareto
- Motes Steps ¥ - - - - Teams
Delete Meeting Notes | Calendar | Quick Steps & Zoom Teams ~
Forward to a Meeting Room
@)
lan Stuart
© Required © lan Stuart q: Calendar..
C\, As the meeting organizer, you do not need to respond to the meeting
i < Beply
(® Monday, 31 January 2022 11:00 AM-1130 AM @ Miar Tear ing % Reply Al
—* Forward I
V33 Reply with IM
L2 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 -
Inin with a videa eanferencinng devire
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Select the To.... button to open the search window.

Start typing the suburb, building code and level refine the room list. You can find the room

number on the in-room console.

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

FW: Forward to a Meeting Room - Meeting

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

§ Attach File v Follow Up ~
B S | B R

®7 Attach item v

Paste 3 8 : Adiss i Vr— | High Importance
v & v A A B
Clipboard 18 Basic Text o~ ~ Address Book
PAR-6PSQ-L8 Go [l |Offline Global Address List - lanStuart@facsnsv v | Advanced Find
> To ~ P 2
Name Title Business Phone Location Dep:
Send E] PAR-6PSQ-LEN. Team Collaboration) PAR-6PSQ A
Subject FW: Forward to a Meetit @ .
g 8N Q
E] PAR-6PS .N.19 (3) (VC) (Meeting) PAR-6PSQ
When Monday, 31 January 20z | E] PAR-6PSQ-L8N.2 (3) (VC) (Meeting) PAR-6PSQ
[] PAR-6PSQ-L8.N.20 (2) (VC) (Meeting) PAR-6PSQ
; ; : [] PAR-6PSQ-L8N.22 (2) (Team Collaboration) PAR-6PSQ
ation Microsoft Teams Meetin | 5 pag 6psq-18N.23 (6) (VC) (Meeting) PAR-6PSQ
PAR-6PSQ-L8N.24 (6) (VC) (Meeting) PAR-6PSQ
ng)
From lan Stuart [] PAR-6PSQ-LBN23 (2) (VC) (Meeting) PAR-6PSQ
PAR-6PSQ-L8N4 (3) (VC) (Meeting) PAR-6PSQ
ng)
E] PAR-6PSQ-LE.N (2) (Team Collaboration) PAR-6PSQ
[] PAR-6PSQ-L85.30 (3) (VC) (Meeting) PAR-6PSQ
.S.. ) (VO) (! 3
E] PAR-6PSQ-L85.31 (6) (VC) (Meeting) PAR-6PSQ
_____ Original Appointment-—— [] PAR-6PSQ-L8.5.39 (3) (VC) (Meeting) PAR-6PSQ
R E] PAR-6PSQ-LB.5.40 (5) (VC) (Meeting) PAR-6PSQ
FOMEAaN; AL E] PAR-6PSQ-L8SA1 (5) (VC) (Meeting) PAR-6PSQ
Sent: Monday, 31 January 2022 9:54 AM [] PAR-6PSQ L8542 (3) (VC) (Meeting) PAR-6PSQ
To: lan Stuart; lan Stuart E] PAR-6PSQ-L8.S47 (2) (VC) (Meeting) PAR-6PSQ
Subject: Forward to a Meeting Room E] PAR-6PSQ-L8:5.48 (3) (VC) (Meeting) PAR-6PSQ
iMoot v
When: Monday, 31 January 2022 11:00 AM-11:30 | F] PARPSQ L8554 (2) (V) (Meetina) PAREESY,
Where: Microsoft Teams Meeting
Required | PAR-6PSQ-L8N.18 (2) (VC) (Meeting)
oK Cancel

t
PARHGPSQHLO4{N.13 (6) (VC) (Meeting)
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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
98 @ Attach File v FJ) P Follow Up v
= 7 L2}

B 82 Attach item v | High
Paste : : T it ! High Importance
- &2 A = | 8
Clipboard f§ Basic Text Search: (®)Nameonly ()Morecolumns  Address Book
PAR-6PSQ-L8 0 |Offline Global Address List - lanStuart@facsnsy v |  Advanced Find
T
> © Name Title Business Phone Location Deps

Send Subject  FW: Forward to a Meetiq

Wher Monday, 31 January 202 | [] PAREPSQ-LBN2 (3) (VC) (Meeting) PAR-6PSQ

[ PAR JPSQ-LBN20 (2) (VC) (Meeting) PAR-6PSQ

[ PAR JPSQ-LBN22 (2) (Team Collaboration) PAR-6PSQ

Microsoft Teams Meetin ] PARJPSQ-LBN23 (6) (VC) (Meeting) PAR-6PSQ

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

From lan Stuart [] PARJPSQ-LBN.3 (2) (VC) (Meeting) PAR-6PSQ

[ PARJPSQ-LBNA (3) (VC) (Meeting) PAR-6PSQ

[] PARJPSQ-LBN9 (2) (Team Collaboration) PAR-6PSQ

[] PAR JPSQ-L8.5.30 (3) (VC) (Meeting) PAR-6PSQ

] PAR JPSQ-LBS31 (6) (VC) (Meeting) PAR-6PSQ

- Oiginal Appeintrants ] PAR JPSQ-L85.39 (3) (VC) (Meeting) PAR-6PSQ
% [ PAR JPSQ-LBS40 (5) (VC) (Meeting) PAR-6PSQ
From: lan Stuart ] PARJPSQ-LBSA41 (5) (VC) (Meeting) PAR-6PSQ
Sent: Monday, 31 January 2022 9:54 AM ) PAR JPSQ-L85.42 (3) (VC) (Meeting) PAR-6PSQ
To: lan Stuart; lan Stuart [] PARJPSQ-L8SAT (2) (VC) (Meeting) PAR-6PSQ

PSQ-L8.548 (3) (VC) (Meeting) PAR-6PSQ
'SQ-L8.5.54 (2) (VC) (Meetina) PAR-6PSQ Y
>

“ )

Subject: Forward to a Meeting Room E] PAR:
When: Monday, 31 January 2022 11:00 AM-11:30
Where: Microsoft Teams Meeting
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4 The meeting will be available to join via the in-room console. Select Join to start the
meeting.

12:04 PM

PAR-6PSQ-185.31 (12) g)

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

<

New meeting Dial pad

7l

Present

5 Your meeting will display on the console and have similar controls to the interface on your
laptop.

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

3. Join an existing Microsoft Teams meeting via Bluetooth beaconing

1 Ensure that you have either:
e reserved the room via outlook and checked-in at the room booking panel, or

e reserved the room and checked-in via the room booking panel.

2 From the Teams meeting invite on your laptop, select Join.

N — - -
et Teams enabled room booki... Chat Files Details 5 more } Join Close
I"j Cancel meeting &2 Copylink Category: None ~»~ - Tracking
& V4 Teams enabled room booking s lan Stuart
Organizer
[ &  Add required attendees + Optional Rooms
_ [B V.Jf\-rf-f-:i:-UO‘N.d (6) ...
o 19/01/2022 12:00 pm Accepted
19/01/2022 12:30 pm 3jom @  Alday
Suggested: 12:30 pm-1:00 pm 1:30 pm-2:00 pm 2:00 pm-2:30 pm
=3 (7 Does not repeat
P - PAR-6PSQ-L10.N.4 (6) (VC) (Meeting]
@ ® w2 &
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3 The video and audio options screen will display. Select Room Audio.

Choose your video and audio options

L4 ]J Computer audio

PC Mic and Speakers

B

Your camera is turned off

4 @D ) ———o

Room audio

Don't use audio

Cancel Join now

4 The list of available rooms will be based on your proximity to the meeting room.

Select the Room from the room list and then Join Now to connect the meeting to the
room.

Choose your video and audio options

Computer audio

B¢
Your camera is turned off D Room audio

tf.ear‘:h for a room

Don't use audio

5 Your meeting will display on the console and have similar controls to the interface on your
laptop.

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