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Using Teams for Meetings



Creating a meeting



Tap on Calendar

Then tap on this icon



Give your meeting a titleYou can 
manually 
add 
participants 
using their 
Glow emails



If you want the 
meeting to be shared 
to a team or Channel, 
tap on this



It will then give you 
your list of Teams and 
Channels. Tap on 
which one you would 
like to share the 
meeting with. When 
you tap on this, the 
meeting will appear in 
the Team/Channel.



You can then set the 
date and time of the 
meeting. Then when 
you are finished, tap 
on Done (top right)



Go to the 
Team or 
Channel you 
have shared 
it to

You should now see it 
in the Posts section



Accessing a meeting



Tap on the 
three dots

Then tap on 
View 
Meeting 
Details



Then tap on 
Join

If other people have joined the 
meeting before you, you may 
not need to follow these steps. A 
purple Join button may appear 
in the Posts section of the Team. 



Tap on Video and 
Mic to turn it off. 
When it’s off, you 
will see a line 
though it

When you’re 
ready to Join, 
tap on Join Now



When in the meeting, 
you can turn your mic 
and video on whenever 
you like

Tap on the Chat icon to see the chat in 
the meeting. This will not take you out 
of the call but will allow you to see the 
conversation 



When you tap on chat icon, you will see the 
conversation and also have the option to 
post comments, files etc



Tap on the people icon to see who is 
in the meeting. You can also then 
manually add members to the 
meeting or mute mics



Tap here to manually add people 
to the meeting

You can also go down the list of 
members and mute their mics 
manually



Slides 18 - 24 could be used on a 
loop for colleagues to see when 

they enter the webinar. 



Please mute your 
microphone

Hover your mouse in the middle of the screen until you see the toolbar





Please turn off your 
webcam

Hover your mouse in the middle of the screen until you see the toolbar





When you enter the webinar, you 
should be able to hear music

Please make sure your audio is on and your volume is up



If accessing Teams on a laptop or desktop, tap on the 
chat bubble to access the Team chat during the webinar



If accessing Teams on an iPad, you can look back at the chat 
by tapping on the back arrow. The webinar will minimise to the 
right hand side of your iPad but you will remain in the webinar. 



Sharing your screen







To stop screen sharing, 
go back to the call 
screen and tap on the 
purple button



Or slide down from the 
top right hand corner 
again and hold in the 
screen recording button



Then tap on Stop Broadcast
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Useful Links

Remote Learning Site for Teachers

 https://blogs.glowscotland.org.uk/gc/remotelearningglasgow/

Pupil Wakelet Site

https://www.wakelet.com/@Glasgowcitycouncil 

Teachables

https://connected-learning-glasgow.teachable.com/ 

#GCCKeepSafeKeepLearning
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