Teams Meetings in BlazeVIEW
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Microsoft Teams Meetings Integration in BlazeVIEW

With the Teams Meetings app in BlazeVIEW, you can schedule one-time or recurring meetings, view past and
upcoming meetings, and join Teams meetings all in one place.

NOTE: When planning office hours, the Teams Meetings app in BlazeVIEW does not include an option to create
an open session or a recurring meeting link that can be used for multiple courses. Refer to the following
instructions to explore these options:

e Scheduling a Class Meeting with a Public Link in Teams [Video 1:45]

e Creating a Recurring Teams Meeting Link for Office Hours

e Creating an Open Session Teams Meeting Link

Adding the Teams Meetings Link in BlazeVIEW

1. From within a BlazeVIEW course, select Content from the Navbar.
2. Inthe left navigation pane, select or create a module to add your Teams Meetings link.

3. Select Add Existing from the module.

Course Home Assessments » Communication ¥ Resources v~ Library v Design v Free Tutoring Kaltura

1
+ New Module (Unit)  £# ® Visible Add Existing Create New ©)
, , & 3
‘ Search titles, descriptions Q ‘
I | p Virtual Meeting Room l 2

Virtual Meeting Room

4. Select External Tool Activity.

Virtual Office Hours

What would you like to add?

& 8 @ = S

. Ext | Tool
Google Drive Assignment Discussion Quiz Checklist xiernar 100

Activity
. &
~ [
@ P LN
SCORM/xAPI VoiceThread BryteWave Ass?,:rrlf::jgnt More
Object (1.3) Deep Link (1.3) Links (1.3)
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https://youtu.be/OwoGsWiGmig
https://www.valdosta.edu/academics/elearning/documents/creating-a-recurring-teams-meeting-link-for-office-hours.pdf
https://www.valdosta.edu/academics/elearning/documents/creating-an-open-session-teams-meeting-link.pdf

5. From the Add Activity dialog box, scroll to locate Microsoft Education.

Insert an External Learning Tool
Macrillan LTI 1.3 Course Tools Macmillan LTI 1.3 Content
Microsoft Education Microsoft 365 LTI
Pearsan (1.3) Pearson

6. You will receive a prompt to log in to Microsoft 365. Use your MyVSU username and password to
confirm your Microsoft account.

Welcome to Microsoft 365 LTI

Sign in with your Microsoft account to get started

7. When your account has been confirmed, click the Continue setup button.

+ Mew Module (Unit)  £§ @ Hidden Create New o29 e @ 'C))

a

[ Search titles, descriptions Q J Activity Content v

~ Virtual Office H
| v ee Hours ﬁMicrosnftEducalion @ &£ O

’ 44 Microsoft Education 585 l

lcome to Microsoft Education

discover a smarter teaching experience

ficrosoft Education brings together tools that simplify your workflow and suppert student success.

' ‘a >,

Ise Learning Accelerators Create meetings Digital notebooks and files
ractice assignments with real- Schedule and join meetings with Access your OneNote notebooks
me coaching, your students. and files,

Learn more Learn more Learn more

You're almost there!
& Continue setup —

Select your preferred apps to finish setting up your experience.
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8. Click to disable each of the applications EXCEPT Teams Meetings, then click Done.

CHANGE THESE SETTINGS TO THIS SETTING

Applications Applications
Configure the applications available to this course: Configure the applications available to this course:
App Enabled Fes Eratied
OneDrive )
@ your files in one OneDrive
place All your files in one place

Class Notebook
A Your digital notebook for
dassroom leaming

Class Notebook
& vour digital notebook for
classroom learning

. Teams Meetings
Join and create meetings

) Teams Meetings

Join and create meetings

.,  Team
I.*eas

View and create teams

o Teams

View and create teams

@
@
@
@
(D
(W
@

8 8, 8/68/06/88

Reflect Reflect

Check in on student V Check in on student

wellbeing wellbeing

Reading Coach Reading Coach

Personalized reading B personslized reading

practice practice

Assignments Assignments

Create, manage, and track & Create manage, and track
assignments

assignments

9. You will receive a notification confirming the setup.

We're setting up your class

This can take a few minutes,
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10. By default, the LTI link is Hidden. Use the switch to change the status to Visible.

g Hidden

@ Visible

11. Optional: You can change the name of the Microsoft Education link by clicking the Edit Activity button.

+ New Module (Unit) % ® Visible

[ Search titles, descriptions Q ]

LTI « Required
| « Virtual Meeting Room

’ ii @& Microsoft Education ]

Activity Content

12. Enter your preferred name in the Title and click Save and Close.

Add Existing Create New b4 .en @ @

2 Microsoft Education

Edit Activity

< Back Edit Teams Meetings

Title *

I Teams Meetings Link I

Grade Items Due Date

Ungraded ? Add and Manage Grade Items

Description

M M/D/YYYY

Microsoft Education

& Microsoft Education

* Teams Meetings

Join and create meetings

Save and Close Save Cancel Visible

[Z Open in New Window

Auvailability Dates & Conditions p

Always available

Display & Completion b

Embed on the page
Complete when opened

Feedback b
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Scheduling a Teams Meeting

Instructors and students can schedule a Teams meeting in BlazeVIEW.

1. Select Teams Meetings from the module.

22 Teams Meetings Link Edit Activity

LTl « Required

Activity Content v

& Microsoft Education ® & O

* Teams Meetings

Join and create meetings

2. Click the New Meeting button.

Upcoming My meetings Previous Attendance Mew Meeting |

- -
-
- 3
1—-
No Meetings
Mo meetings have been scheduled yet.
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3. A New Meeting window will open. Under Add a title, enter the meeting name.

4. In the Invite required attendees field, you can enter the email addresses of specific individuals,
such as Guests, you want to invite to the meeting.

5. The Add entire class button pulls all individuals in the BlazeVIEW classlist into the 'To' line for the
meeting. You can click the Remove entire class button to delete the users added by the Add entire
class feature.

6. The Allow anyone in the course to join checkbox pins the meeting in the course for anyone who has
access to see and validate attendees against the course roster as they click to join (the meeting will not
appear on their calendars unless they are explicitly invited).

7. Enter the meeting Start and End Dates and Times.

8. If thisis a regularly scheduled meeting, select Make recurring and choose the recurrence option, e.g.,
Every weekday (Mon-Fri), Daily, Weekly, Monthly, Yearly, or Custom.

9. Optional: Enter a description or add details about the meeting.

10. Click Save. Note: A Teams meeting invitation will be emailed to all attendees.

New Meeting 10 m Cancel

Addatitle 3 -

22 Invite required attendees 4 + Optional

&  Add entire class 5 6 [ Allow anyone in the course to join
®  10/2/2025 [ 5:00 PM v to | 10/2/2025 [+ 6:00 PM v th 7

© (UTC-05:00) Eastern Time (US & Canada) v

o} Make recurring 8

Type details for this new meeting Q
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11. The meeting will be displayed on the Teams Meetings dashboard in the BlazeVIEW class and includes
Join and Edit buttons to manage the meeting.

Activity Content v

W Teams Meetings @ & O

Upcoming My meetings Previous Attendance Recordings and files Mew Meeting .

Thursday, October 2

2:00 PM Class Meeting 1 4 Join | 7 Edit | ...
B D5 Organized by —

12. From More Options [. . .], the meeting organizer can Delete the meeting. Note: The Copy join link
option is not functional.

4:45 PM Class Meeting 2 0 Join | 2 Edit

o B DS M Organized by Marsha B Dukes

O Copy join link

T Delete
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Joining a Teams Meeting from BlazeVIEW

1. Tojoin a Teams meeting, click the Join button in the Teams Meetings dashboard in BlazeVIEW.

Wi Teams Meetings © & O

Upcoming My meetings  Previous  Attendance Recordings and files New Meeting

Friday, October 3

8:30 AM Class Meeting 3
B D/S Organized by

™ Join | / Edit

n

2. You will be prompted to Open Microsoft Teams, which is the recommended setting. When
selecting this option, your meeting will open in the Microsoft Teams app.

3. If you select Continue on this Browser, a new browser window will open. Ensure you have the most
up-to-date version of Google Chrome or Mozilla Firefox installed. Click the Allow button to let Teams
access your audio and video. Note: If your pop-up blocker is turned on, this message will not appear.
Turn off your pop-up blocker to enable the message.

Open Microsoft Teams?

https://teams.microsoft.com wants to open this application.

[0 Always allow teams.microsoft.com to open links of this type in the associated app

2 Open Microsoft Teams

i
Join your Teams meeting

3 Continue on this browser

Join on the Teams app
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4. When you open your meeting, you can choose your video and audio settings before clicking the Join
now button to join the meeting.

Choose your video and audio options

Computer audio

Phone audio
Room audio

2] Video effects & N\ Don't use audio

Join now

10
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Recording a Teams Meeting

Any Teams meeting or call can be recorded for future viewing. The recording captures audio, video, and

screen-sharing activity and can be securely shared.

Start a Recording

When you start recording a meeting, you also turn on live transcriptions, and everyone in the meeting gets

notified that recording and transcription have started.

1. First, start or join a meeting.

2. Go to the meeting controls and select More actions [. . .], Record and transcribe, and Start recording.

Meeting in "General"

H & & © B B @

Chat People Raise React View Rooms Apps

@ Start recording

[E) Start transcription

Stop a Recording

More Camera

® Record and transcribe
() Meeting info

B Meeting notes

&l Video effects

A

Language and speech

o o
1835 Settings

Call me

Help

1. Go to the meeting controls and select More actions [. . .], Record and transcribe, then Stop recording.

Meeting in "General"

Hm & 6 © B8 B &

Chat People Raise React View Rooms Apps

@ Stop recording

Stop transcription

&) Hide transcript
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More Camera

@ Record and transcribe

Meeting info

(5] Meeting notes
arted transcription

2] Video effects
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https://support.microsoft.com/en-us/office/view-live-transcription-in-a-teams-meeting-dc1a8f23-2e20-4684-885e-2152e06a4a8b

Locating a Teams Meeting Recording from BlazeVIEW

The Teams Meetings app creates and provides links to recordings after a meeting has concluded.

1. From the Teams Meetings dashboard in BlazeVIEW, select the Recordings and files tab to view a list of
all available recordings. Note: Recordings will also be available in the Teams app in the meeting Chat.

Activity Content

Upcoming My meetings

Past meetings

Thursday, October 2

2:00 PM

Thursday, October 2
4:45 PM

@ Teams Meetings

Previous  Attendance | Recordings and files

Class Meeting 1

B DS

Class Meeting 2

EDSM

® & O

e |

Class Meeting 2

2. Select the Play button to open and view the recording in BlazeVIEW.

3. Select the Open button to open the recording in Stream.

Thursday, October 2
2:00 PM
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Class Meeting 1

B (DS

Class Meeting 1
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Managing Teams Meetings Recordings

Use the options in Stream to edit, download, share, and manage recordings.

|® oX Record © T Upload @ Openeditor  Download [8 Moveto - & Teams - 2 Editing [ Share ~ |

Notes

Class Meeting 1

October 2, 2025 Expiresin 59 days - Oviews - SharePointApp = = > Documents Recordings

Add a description to explain what this video is about

Changing the Expiration of a Recording

A Teams meeting recording is set to expire after 60 days. The meeting organizer can use the settings in Stream

to change the expiration date. Note: The meeting organizer of the recording will get an email when it expires.

1. Select Expires in 60 Days, and from the menu select from the options listed. The Remove expiration
option removes the expiration date from the recording, making it available indefinitely.

Stream  Meeting in _General_-20230418_081814-Meeti. £

+ New + Add to playlist 51 Moveto [ Copyto ---

Test Meeting

2023-04-18 12:18 UTC

woul
General

Recordings

10/21/25

13



Downloading a Recording

A Teams recording can be downloaded by the meeting recorder or the meeting organizer as an MP4 file using
the Download link in Stream.

1. Select Download from the Stream toolbar.

@ oN Record v T Upload = Open editor i Download | €@ Moveto  +**

2. You will receive a notification that content such as the Transcript, Chapters, or Comments will not be
included in the download. Select Download to proceed. Save the recording in a secure location on
your computer's hard drive or in OneDrive.

Download video X

The download is video only and won't include Clipchamp content such as
Transcript, Chapters or Comments.

D Don't show this again Cancel

Sharing a Recording

Teams meeting recordings can be shared with individuals who were not invited to the meeting using the Share
options in Stream by the meeting recorder or the meeting organizer.

1. Select Share, then choose from the menu options.

& Share v
& share
G2 Copy link
& Copy link at current time
¢</> Embed code

cop Manage access

14
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For more information or assistance, call 229-245-6490 or email blazeview@valdosta.edu.

For 24/7 BlazeVIEW or GoVIEW assistance, call 855-772-0423 or visit GeorgiaVIEW Help Center.

The Center for elearning - 24/7 Support
blazeview@valdosta.edu GeorgiaVIEW Help Center
229-245-6490 CENTER for 855-772-0423

eLEARNING

YALDOSTA STATE UNIVERSITY
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