Chemonics

Development works here.

CONDUCT A MEETING

Learn how to join a meeting in a conference room, share your screen, and adjust your audio and display.

Joining Conference Room Meetings

If you have a meeting scheduled in a conference room, you must join the room to the meeting. This starts the
room reservation, activates the room AV capabilities (e.g., screen, camera, microphone) and joins the Teams
meeting if one has been set up.

1. From the screen in the middle of the table, click the Join button next to your meeting.

o LAPTOP CAMERAS

CR236 MedumConfRoom:

Reserved M o
1013 AM - 1130 AM Conference rooms have built-in

CR236_MediumConfRoom

= cameras to capture the entire room.

. Turning on the camera on your
o ey Checin laptop will make it easier for remote

Kate Imholt

(=] ® participants to recognize you.

1

Micoso ecting
Intes review Session on the
Latest Ul and Catalog

Alignments

1275 New Jersey Avenue, SE, Washington, D.C. 20003  P: 202.955.3300 F: 202.955.3400 chemonics.com



Share Screen via Teams

Share your device screen to participants in the room and online at the same time.

Share content

Presenter mode

Join the Teams meeting on your device (Teams mobile app or laptop). S
Click the Share button

Click Include computer sound if you are sharing a video
Select screen, window, whiteboard or PowerPoint Live

B Ea) Add background

hrON =

POWERPOINT LIVE

PowerPoint Live allows you to upload a presentation so participants can independently
scroll between slides and use a screen reader to access content.

Microphone adjustments
Lights on the panel will be red when muted and green when unmuted. Remote attendees will not hear
conversations in the room when the microphones are muted.

e Click the microphone button on the panel to mute and unmute room microphones.
e Large rooms only: Click the additional microphones on the table to mute and unmute.

Volume adjustments

Adjust the volume in the room so you can hear online participants.

e Use the + and - controls to increase and decrease the volume.

e Click the speaker button to mute the audio for the room. (Remote participants can still hear each other.)
e Click Mute all at the top of the participant list to mute all remote participants.

e Click the microphone button next to a person’s name to mute a specific remote participant.

Display configuration

If you click on the window icon next to Cortana, you can select from the following the display layouts.

Gallery Front Row Together Mode Content Only

Submit a ticket in ChemSupport with any questions.
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