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Online meeting guide for  
Microsoft Teams
Online meetings have become the new way of communicating when face to face is not 
feasible. We’ve put together a few tips to guide you to have a successful online meeting on 
Microsoft Teams.

Before the meeting 
 

Make sure the lighting in the room is correct

The lighting in the room is very important so that the other people joining 
the meeting can see you properly. If you sit with the light behind you, this 
will create a shadow and make it difficult for people to see you. It is much 
better to sit facing the light or switch on the room’s main light.

Use a computer or a laptop if possible

Try to use a desktop or laptop for the best experience during an online 
meeting. Using a computer instead of a phone, for example, will give you 
access to all of the functions on the online meeting application. It’s also 
better to be still and not to move around whilst on video, as this can be 
distracting for others trying to listen.

Ensure to give yourself enough time

Setting up can take a few minutes. Ideally you should give yourself five 
minutes before the meeting to get familiar with the technology. If this is 
your first online meeting, it is always good to do a test run with someone 
you know to make sure everything is working correctly.
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Meeting or live event?
There are two types of online meetings you may receive an invite for:

1 Meeting: there is opportunity to speak and interact in the meeting

2 Live event: you will be presented to with an option for a Q&A in the chat box

Joining the meeting 

1

How to join the meeting

There are several ways to join a Teams meeting as a guest. 

1. Join via link

Check your meeting notice for the meeting link and enter it into your 
browser.

If you have Microsoft Teams installed, you will get a popup dialog box that 
encourages you to “Open Microsoft Teams”. If you don’t have Microsoft 
Teams, you will see a page that allows you to “Continue on this browser”.

2. Join via web browser

If you do not have Microsoft Teams installed, then you will want to click 
the “Join on the web instead” (desktop) link or “Continue on this browser” 
button (mobile) link.
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Lobby function

Once you join you may arrive via a lobby function. This function operates 
like a digital waiting room and is done to enhance the privacy of your 
meeting. Your host will admit you into the meeting from the “lobby”. This 
may take a few minutes as the host completes the administrative process 
for the meeting.

 
 Image credit: youtube.com/watch?v=EzsMlo5fG4M

During the meeting

The mute function

Whether you’ve been invited to a meeting or a live event, you may be 
placed on mute. This is to ensure there is no background noise that will 
interrupt the person presenting. Your microphone may be unmuted to at 
some point in the meeting.

The chat function may be enabled, allowing you to ask questions and 
participate etc. Subject to the size and scope of the meeting, names 
of those in attendance at the meeting may be read out either via video 
conference, teleconference or by proxy.
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Always be mindful not to talk over others

It is mannerly not to talk over someone when they are talking, whether 
you are online or in person. This is especially important during an online 
meeting as there might be a delay in sound and this could distract the 
person talking. When interacting in meetings held digitally it is more 
effective to use the chat function and or raise hand function to indicate 
your request to address the meeting. This will enable the facilitator to 
ensure all participants are heard and have an equal opportunity to address 
the meeting.

Voting

The host (usually your strata manager) will decide how voting will be 
conducted. There are a number of different ways to vote at meetings 
conducted electronically (excluding those conducted via pre electronic 
voting). The most appropriate method for each meeting will be considered 
based on the size, scope, attendance demographic and content of the 
meeting. 

Here are some of the ways which may be suggested:

• Verbal consensus

For smaller or fairly simple meetings you may be asked to verbally declare 
your vote in the same manner as you would for a normal meeting in 
person.

• Raising your hand

You may be asked to use the “Raise hand” function on the toolbar as 
show below (or via the keyboard shortcut CTL + Shift + K) which is an 
effective way to calculate or determine voting outcomes for ordinary 
resolutions.
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• Conversion function

The “Conversion function” allows participants to record views and voting 
position. This option won’t be recommended for meetings with more than 
8-10 participants.

• Conversation - poll function

You may also be asked to vote via a poll for individual motions via the 
conversation function.

This function will require you to enter a ‘vote’ on a form posted in the 
conversation function and will enable a vote on a particular matter to be 
calculated in real time. The meeting facilitator will advise / guide you when 
and if this option is considered appropriate or required for a matter matter 
being considered.

All comments withn the chat/coversation function are to be polite and 
respectful. No abusive, discriminatory or defamatory language is to be 
used.

Recording

You may be recorded during the meeting. The host will let you know if this 
is going to occur.

In these instances unanimous consent of all participants is required by law. 


