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Allowing Others into Meetings 

All YU personnel are automatically joined to meetings if they use the 

Teams Client, however guests using a web browser and the phone will 

need to be Admitted into the meeting. 

1. If anyone is joining by phone, they will need to be admitted by a 

YU person in the meeting with the Teams client running.  To admit, 

when get the pop-up click Admit  

 

Chat with Participants During Meeting 

1. Chat is enabled for the meetings as is saved in your Chat 

History after the meeting.  To begin chatting, click on the 

Chat icon to bring up the meeting chat screen. 

 

2. Type a message and then click Send. 

 

 

 

Recording a Meeting 

1. To record a meeting, click on the Meetings Options ….

 
2. Choose Start Recording, to Stop, choose Stop Recording 
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 Sharing your Screen 

1. To share your screen in a meeting, select Share  in your meeting 

controls. Then, choose to present your entire desktop, a window, a 

PowerPoint file, or a whiteboard.  

 
 

Share 

your... 

If you want to... Great when... 

Desktop Show your entire screen, 

including notifications 

and other desktop activity 

You need to seamlessly share 

multiple windows 

Window Show just one window, 

https://support.office.com/en-us/article/share-system-audio-in-a-teams-meeting-dddede9f-e3d0-4330-873a-fa061a0d8e3b

