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Microsoft Teams

Microsoft Teams is an effective tool to communicate with colleagues through chats,
audio/video call conferencing and sharing of files. It has all the features of Skype for
Business plus many more. This guide will provide steps on how to access Teams and use
some key features.

Key Benefits of Using Microsoft Teams

e MS Teams is available to all GAA Office 365 users as part of their existing licence — there is
no cost to use it

e |t provides the ability to have conference calls / video calls in a simple manner

e It caninclude people with email addresses that are not @gaa.ie ones (i.e. Gmail etc)

e It has excellent functionality that is integrated with all the other main Microsoft Products

e It allows meeting organisers to manage who participates in their meetings

e It allows meeting organisers to manage the amount of interaction that attendees can have
with others in the meeting.

How to Access Microsoft Teams

You can access Microsoft Teams in several different ways, the easiest of which is through
your existing Office 365 account. When logged into email (http://mail.gaa.ie) click on the
App Launcher in the top left hand side of your screen and select Teams, as shown below:

Office 365 —
Apps
[ﬁ QOutlook @& OneDrive
Outlook
Eﬂ Word I' Excel
New message
& PowerPoint [I OneNote
b Favorites & SharePoint w Teams
. Inbox 422 n Yammer ,Cf)‘ People
B Sent ltems All apps

Alternatively you can sign in to Teams directly via most web browsers at the following
address https://teams.microsoft.com by using your GAA email and password. You can also
install the Teams App on your mobile phone or PC from this link
https://teams.microsoft.com/downloads



http://mail.gaa.ie/
https://teams.microsoft.com/
https://teams.microsoft.com/downloads

Logging into Teams for the First Time

Once you have opened Teams as described above or are in the process of joining a Teams
On-Line Meeting, you will be presented with a screen like below. The simplest option is to
select the ‘Use the Web App instead’ link — this will allow you to access teams (or your
online meeting) almost immediately.

Microsoft Teams

I
€

Onead el
[
(¢

Download the Teams desktop app
and stay better connected.

Get the Windows app

| Use the web app instead I

’

If you intend using Teams on an on-going basis, it is worth considering the ‘Windows App
option by downloading it from the Microsoft Teams Website


https://teams.microsoft.com/downloads

Scheduling On-line Meetings in Teams

Your calendar in Teams is connected to your Outlook/email calendar. In other words, when
you schedule a meeting in Teams, it'll show up in Outlook, and vice versa. Every meeting
scheduled in Teams is automatically made into an online meeting. To organise a meeting,
please use the following steps:

1. Click on the Calendar button on the left side of your Teams application

Microsoft Teams “

Chat Recent Contacts To: Start by

Recent

New chat

Microsoft Teams ¢ i

Calendar S Meet now .
Gl Today < > March2020 ~ Grﬂ Work week
23 24 25 26 27

Wednesday

3. Add a meeting title or subject (1), invite people (2), schedule the time and date (3)
and add meeting details (4).



Microsoft Teams ]

el _
|

New meeting Details Scheduling Assistant

Time zone: (UTC+00:00) Dublin, Edinburgh, Lishon, London

Vi | GAA Coaching Session - U14 1

gr G) gaaplayeri@gmailcom (Guest) X (G gaaplayer2@gmallcom X 2

Apr 5, 2020 830AM v Apr 5, 2020 %00AM v 30m | @
g No suggestions availabl 3

o Does not repeat

B Add channel

®  Add location

T B I U S|Y A A ey I oz E |9

I Club Under 14 Training - Online session |

4. To invite people to this meeting

Close

EDE

+ Optional

All day

a. click on the box that says Add required attendees.

b. Type the person's full email address,

a grey box should appear underneath

with a list of names, select the relevant person.
c. You can also invite External attendees in this manner

Y GAA Coaching Session - U14

& G gaaplayerl@gmail.com X G gaaplayer2@gmail.com X [gaaglayerS@gmail.con‘J ] + Optional
Apr 5, 2020 845 AM  ~ Apr 5, 2020 l & Invite gaaplayer3@gmail.com J

Suggested: No suggestions available.

d. Once you have filled in all the relevant information, click on the Send button

on the top right to send to invite.

5. Once the meeting has been sent, it will appear in your calendar at the relevant time

Mirosalt Teams
B caenca
s il TR0
05 06 or 0a 09 10
.l‘-'\-"ih—‘-“'ﬂ e | |



Restricting Functionality for Meeting Participants

If you are intending to use MS Teams to schedule a Club training session, or other meeting
that doesn’t involve full interaction from participants, you can restrict the ability of
attendees to use certain functionality within the system. To do this, follow these simple
steps:

1. Open the scheduled meeting through MS Teams Calendar view

Microsoft Teams e Search or type a command

Calendar

) Today < >  April 2020

05 06 07 08 09

Sunday Monday Tuesday Wednesday Thursday

GAA Coaching B

Secretary f

10 AM

11 AM




2. Click on Meeting Options

Search for or type a command

t2 Chat Files Details Scheduling Assistant Meeting notes  Whiteboard

a X Cancel meeting Time zone: (UTC+00:00) Dublin, Edinburgh, Lisbon, London Tracking
a8 & 2
Calendar
o | ttest X + Optional
k 6 Apr 2020 12:30 p.m. v 6 Apr 2020 1:00pm. v 30m @ All day
o Suggested: 1:00 p.m.-1:30 pm. 1:30 p.m.-2:00 pm. 2:00 pm.-2:30 pam.
) Does not repeat v
® Add location
E(j’ = B /7 U & % A A Paragraph ~ L, | = »= = = 0N @
Apps

3. You have the two options
a. To place participants in a virtual Lobby before they join, this allows the
organiser to validate that only appropriate people are joining
b. To specify who can present, or share the screen with everyone — this is useful
in a business meeting setting but can be open to exploitation

a

GAA Coaching Session - U14

April 5, 2020, 8:45 AM - 9:15 AM

& Secretary
Meeting options

Who can bypass the lobby? Everyone ~

Who can present? Everyone v



4. When configuring Who can bypass the Lobby option there are three settings,
selecting People in my Organisation is the appropriate selection for Clubs to use.
This means that only people with @gaa.ie email addresses (i.e. other Club Officers)

can bypass the lobby.

GAA Coaching Session - U14

B April 5, 2020, 8:45 AM - %15 AM

& Secretary

Meeting options

People in my arganization

| Who can bypass the lobby?

Who can present? o
'eople in rmy organization and trusted organizat
People in my organization

5. For the Who can present option, it is most appropriate to select Only Me

GAA Coaching Session - U14

& April 5, 2020, 8:45 AM - 9:15 AM

& Secretary
Meeting options

People in my organization

Who can bypass the lobby?

Who can present? Only me

Only me

6. Click Save to confirm your choices

GAA Coaching Session - U14
©) April 5, 2020, 8:45 AM - :15 AM

& Secretary

Meeting options

People in my organization

Who can bypass the lobby?

Only me

Who can present?

=> E=u



Disable Video from Participants

The meeting organiser can prevent video of attendees from being displayed as follows:

1. Once the meeting has started, the organiser can disable video. This option is

available by clicking on the options link (three dots) and selecting Turn Off incoming

video.

o3 Show device settings

I Enter full-screen

00 Hold

@ Transfer

28 Consult then transfer
7% Start video with blur
i Keypad

@ Start recording

(4 Turn off incoming video

B B o~

2. This can be re-enabled by clicking on the options link (three dots) and selecting Turn

on incoming video.

Managing Meeting Participants using the Lobby Functionality
Using the Lobby (configured in Meeting Options as described earlier) allows the meeting
Organiser to monitor who is joining a meeting. This can be done as follows:

1. Once the Organiser has joined the meeting they will be notified by popup as people

join.

a.

There are options to admit new joiners directly from the popup notification
or to view all participants waiting in the Lobby.

For meetings or GAA training sessions involving Underage players, it is not
allowed to convene on-line meetings of less than three participants. To

ensure this occurs, the Organiser should wait until there are at least three
participants in the Lobby before admitting anyone. The full list of
participants can be viewed by selecting View Lobby

10



Search for or type a command

a
is waiting in the lobby

25" View Lobby / Admit

26 WA [ e F géi’) ~

2. The full list of people waiting to join visible and they can be admitted or excluded
individually or in one go by selecting Admit All.

mmand 5T
People X
Invite someone 2

Waiting in lobby (2)

ul .L,-1r1 GAA Player 1 w
Guest

Uz .L,r1f- GAA Player 2 %
Luest -—

Currently in this meeting (1)

ST S\f‘(ll"iﬁr},’ 5
® Organize
Others invited (1)

gaaplayer 3@gmail.com (Guest)
5 Mo response

G




Recording Attendance and Activity at the Event

It is important that Online Meetings involving Underage players are conducted in
accordance with the guidance from the GAA National Childrens Office. These guidelines
include:

i.  Having a minimum of 3 participants at all times
ii.  Recording the entire session
iii.  Noting attendance at the session.

1. Once the meeting has started, the organiser can start recording the session. This
option is available by clicking on the options link (three dots) and selecting Start

Recording
Microsoft Teams ST,
People X
Invite r e
Presenters (1) Mute all
ST Secretary ,l;/'
@ Organizer
Attendees (2
{53 Show device settings
U-14 GAA Player 1 P
[ Show meeting notes & Goest z
3 u.:r GAA Player 2 o

5 Enter full screen
Others invited (1

i Keypad

@gmail.com (Guest)

© Start recording

24 Turn off incoming video

ited.

U-14GAA Player2 & e+

2. A popup notification shows when a recording has started and all participants on the
call receive a similar notification.

Microsoft Teams “ Search o nanc @

A You're recording Let everyone know that they're being recorded. Privacy policy Dismiss

People

Invite someone
Presenters (1) Mute al

ST %Emetary Mullinahone Tippera ¥
Attendees (2)

Ut Urj/{ GAA Player 1 ¥

vz U-14 GAA Player 2

Others invited (1)

& gaaplayer1@gmail.com (Guest)

Your micronhe

oy @ -

U-14 GAA Player 2 8 «ee
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3. The attendance at a meeting is automatically recorded in the Chat functionality of
Microsoft teams which can be accessed by selecting either option highlighted by the
arrows below

Wicrosodt Teams

i Weuinn PR OEAR | A et Knum Dt Tty ¢ b 45 oo

4. The chat (1) functionality holds a record of the Attendance (2) and allows access to
the video recording (3). The attendance will be maintained for as long as the original
meeting remains in the Organisers calendar and the video will expire after 20 days
(unless downloaded and saved).

Microsoft Teams 4 Search or type a command

GAA Coaching Session - U14 Files Details Scheduling Assistant ~ Meeting notes ~ Whiteboard
1

[ Secretary joined the meeting.
/ Secretary renamed the meeting to GAA Coaching Session - U14.
@ gaaplayerl@gmail.com (Guest) joined the meeting.

@¢( Meeting started ~ 8:50 AM

Calendar [¥]  U-14 GAA Player 1joined the meeting.

‘ [LJ U-14 GAA Player 2 joined the meeting.
%& U-14 GAA Player 1 left the conversation. 2

“ [ Meeting ended 33m 11s  9:22 AM

Meeting

Download (expires in 20 day(...
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How to Join a Meeting (GAA Email User)

1. Inyour email invite, select Join Microsoft Teams Meeting.

Secretary
Wed 25/3/2020 07:33

gaacommunications@hotmail.com; gaacommunications@gmail.com; secretaryofaclub@gmail.com %

=1 First Teams Meeting

(©  Wed 25/3/2020 09:00 - 09:30

We couldn't check to see if this event conflicts with others on your calendar

Hi
Please join our call at 9:00 am to discuss using Teams

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options

© >

This email and any associated attachments are confidential and intended solely for the use of the individual or entity to whom they are addressed. Any views

2. Orin your Outlook or Teams Calendar click on the meeting and click on Join Teams

Meeting.

22 sun 23 Mon 24 Tue 25 Mar wed " 26 Th

Calendar

27 Fri

b23 First Teams Meeting

First Teams Meeting

@3 Join Teams meeting

£ Edit

]ﬁ] Delete

®  Wwed 25/03/2020 17:00 - 17:30

28 sa

3. You might be asked to give permission to use your microphone and camera, please

click Allow

teams.microsoft.com wants to
& Use your microphone

B Use your camera

Allow

Block

X

14




4. You can mute your microphone or turn off your camera by clicking on the relevant
buttons.

Choose your audio and video settings for

GAA Coaching Session - U14

Join now

@) | &@) | veviees

Other join options

% Audio off [¥] Add aroom

5. Click Join now to join the meeting.

Choose your audio and video settings for

GAA Coaching Session - U14

Join now

FACOB AR

Other join options

S Audio off #) Add aroom

6. You may have to wait for the meeting to start. You will have the option to turn on /
off your Mic and Camera (1), to see who’s on the call (2) or to exit the call (3) at any
time during the meeting.

Microsoft Teams

15



How to Join a Meeting (External Users)

People who do not have @gaa.ie email addresses can still join a Teams meeting that has been
scheduled by someone in the GAA. They are simply invited to join the meeting as previously
described and then follow these steps

1. Inyour email invite, select Join Microsoft Teams Meeting.

< o 06 8 [ D ® Torz < >
I- Compose
O inbox ) GAA Coaching Session - U14 Inbox =
H Starred Secretary @ 08:39 (14minutes ago) Yy
° Snoozed to gaaplayer1@gmail.com, me ~

Sent . .
> [ apr ] GAA Coaching Session -U14
B Drnafts
5 When Sun 5 Apr 2020 08:45 - 09:15 (WEST)

~  Mare Sun pr Who gaaplayer1@gmail.com, gaaplayer2@gmail.com, Secretary
.*Gaa +

Sign up for calendar

Club Under 14 Training - Online session

No recent chats

Start a new one

I Join Microsoft Teams Meeting I

Learn more about Teams | Meeting options

2. If prompted click on Join on the web instead. If you wish you can download and
install the Windows App

Experience the best of Teams meetings with the desktop app

Download the Windows app Join on the web instead

Already have the Teams app? Launch it now




3. You might be asked to give permission to use your microphone and camera, please
click Allow

teams.microsoft.com wants to
& Use your microphone

B Use your camera

Allow Block

4. You will be prompted to enter your name so that others in the meeting will know
who has joined. You can choose to turn on or off you Microphone and Camera by
clicking on the relevant buttons. Click Join now to join the meeting.

Choose your audio and video settings for

Meeting now

U-14 GAA Player 2 Join now

::l i @ %33 Devices

Other join options

5. There may be a slight delay whilst waiting for the meeting to start

Someone in the meeting should let you in soon

17



6. Once you join, you will be able to see all other participants in the meeting by
selecting the show participants option

People X

Presenters (1)

ST iecretary P
Urganizer
Attendees (2)

U2 U-14 GAA Player 2 o

U1 U-14 GAA Player 1 P

Show participants

7. Some events may be recorded by the organiser, if this is the case you will be notified
by a popup message and you will also see the ‘Red Dot’ indicating that recording is
on-going

&\ Recording has started. Participation in the meeting indicates your consent to being included in the meeting recording. Privacy policy Dismiss

18



How to Allow Another Participant Lead a Meeting

The meeting organiser can permit an individual (i.e. a coach) to lead a meeting and share their
screen by following these steps:

1. Once the meeting has started, the organiser can permit an individual to share their
screen by making them a presenter. This option is available by clicking on View
Participants and right clicking on the person you want to make a presenter and
selecting Make Presenter

Search for or type a command GAA v = O X

People X
Invite someone or dial a number @
Presenters (1) Mute all
& Pin
o> Remove participant g

&t Makea presenter

wuest

2. Select Change on the pop-up to enable.

Change who can present?

This will affect who can share content, as well as who
can mute people, remove people and admit people

from the lobby

Cancel

19



How to Share your Screen in a Meeting, if Allowed to do so

1. Some meetings may have the ability to share screens (Present) turned off if the Event
Organiser has chosen to do so. If this is the case, you won’t have access to the share
option.

Only meeting organizers and presenters can
share

=

2. If screen sharing is permitted, and you wish to share your screen in a meeting,

select Share (] in your meeting controls

3. Then, choose to present your entire desktop (1), an application (2) or a webpage (3)

Share your screen

teams.microsoft.com wants to share the contents of your screen. Choose what you'd like to share.

Your Entire Screen Application Window Chrome Tab

1 2 3

Screenshare

Q

Desktop/Window

Please be aware that all participants in the meeting can see what is shared in this manner.

20



Other Useful Sources of Information.
Useful links below:

Teams on the web at https://teams.microsoft.com.

Microsoft Teams help & learning https://support.office.com/en-us/teams

21
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