
               
 

                                           
                                   

 
       

                            
                                        

                                   

     
 

                                        
         

 
 

                                                
                               

 
 

     
                          

 
 

                            

 
 
 

                       

Join on your computer or mobile app 
Settings Click here to join the meeting 

~ Meeting Options l Learn More I Meeting options ~ J 

X Cancel meeting v C-) Copy link Time zone: (UTC -05:00) Eastern Time (US & Canada) v 

0 March 16, 2021 9:00 AM - 9:30 AM 
,I 

View series Show meeting info v 

Meeting options 

Who can bypass the lobby? People in my organization and gu... v 

Always let callers bypass the lobby No Q) 
Announce when callers join or leave Yes II) 

Who can present? -----t►• Only me V 

Allow attendees to unmute 

Allow meeting chat 

Allow reactions 

•• "' 
(o) Device settings 

-<>- Meeting options " -0-

@ Meeting notes 

0 Meeting details 

Who can present? 

Only me 

Yes II) 

Enabled v 

Yes II) -
D - Leave V 

Meeting options 

t 

Changing the Meeting Options for a Teams Meeting 

By default, only the organizer of a Teams meeting can present content or share screens. If you are the organizer of a 
meeting, you can change this prior to or during the meeting (only the organizer can make this adjustment): 

Prior to the meeting: 
1) Go to the “Meeting Options” screen – there are two ways to get there: 

a. In the Outlook calendar, open the meeting (open the series if you want to change all events in a recurring 
meeting) and click either Settings > Meeting Options in the menu bar or Meeting options in the message 

b. In the Teams calendar, open the meeting (click View series if you want to change all events in a recurring 
meeting) and click Meeting options: 

2) You will see a window or be taken to a web page where you can set the meeting options (you may be prompted to 
log in). You can change a variety of settings for the meeting, including who can present: 

During a meeting: 
1) Click the 3 dots in the meeting’s control bar and select Meeting options: 

2) You can change a variety of settings for the meeting, including who can present: 

If you have any questions, please contact TechServices at help@uml.edu or 978‐934‐4357. 


