
Tips for Running Effective Meetings in Teams 

 

1.) Go small when you can 

2.) Send out guidance/directions ahead of time 

To join the meeting, navigate to the team and channel that is hosting the meeting. 

Click on the purple button to open the meeting invite. Then click on the Join Meeting button. 

When prompted toggle your camera and microphone off before clicking the join button. 

Once you are in the meeting please click the speech bubble on the floating tool bar to open 

the chat window.  

If you have questions, want to speak or things to share please post in the chat first. 

3.) Participants should start with video turned off and muted 

This will help with the overall quality of the meeting, plus everyone can be in their pajamas 

4.) Open things you want to screen share ahead of time 

This is just good planning, and makes it easier to find what you want when you share your 

screen 

5.) Run the meeting from the desktop app not the browser 

The desktop app is more robust and the meeting will run better, plus you’ll be able share your 

browser when sharing your screen 

6.) After you schedule the meeting (to occur in a specific channel inside a team) go back to the 

meeting settings and click on the more options button to set yourself as the presenter and everyone 

else as attendees. 

7.) Open the chat box when you start the meeting (it looks like a speech bubble) this way you won’t 

miss any comments (I always forget) 

8.) Have a protocol for people to ask questions (I recommend using the chat feature) 

9.) Attach documents/files you want people to look at in the conversation so that people can find 

them easily 

10.) Have an outline for your meeting, and identify what you want to screen share 


