
Setting up a Live Lesson from within a team 

Step 1 - Select the teams tab, and click on the team/class which you are setting the meeting for. You 

will see a list of all the classes that you are attached to. 

 

Step 2 – Select the ‘channel’ that you 

want to create the lesson in. This will 

usually be the general channel, 

however for shared classes/groups 

you may have more than one. 

Select the arrow next to the word 

‘meet’ in the top right hand corner, 

and then ‘schedule a meeting. 

 

Step 3 – Put in the details of the meeting, including lesson name and date and time. Remember that 

the clock is not shown as 24hr so you should check that it is set for the correct time (am/pm). 

Note that as this was created within the team it has the team and channel filled in automatically. 

This means that students will not appear as attendees within the calendar. 

You can add attendees who are not in the class group already such as LSAs, HoDs, and Hoys. These 

additional attendees will not be able to see the chat unless you add them to the actual team. 

Once you are done, click ‘Send’ (or follow to step 4 if you want to create a recurring meeting). 

 

 

 

Step 4 (optional) – If this is a meeting 

or lesson that is being done live every 

week you can set it up as a recurring 

meeting. Then click ‘Send’ 

 

 

  



Step 5 – You will be returned to the channel where you set the meeting. Click on the ellipses next to 

the meeting you just created and select ‘View meeting details’. 

 

Then select meeting options 

 

The meeting options will be open up in a web browser. For a lesson, check that both the dropdown 

boxes are set to ‘only me’. You can also select whether attendees are able to unmute themselves or 

not. If you are setting up a meeting with staff you may want to change these settings. 

 

This will stop students from entering the lesson before you are there, and will also ensure that only 

the meeting host (you) can present, allow people into the meeting, and mute or eject students.  

Make sure you save the settings when you are done.  



Additional Tips 

1) Just because you invite a staff member, this does not 

mean they can access the team.  

 

By clicking on the ellipses next to the team name you can add 

members. If you add LSAs that regularly support your class then 

they will have access to the files and the chat. 

 

 

 

 

 

2) You can change meeting settings once the meeting has started without returning to the 

calendar. 

 

Select the ellipses next to the 

participants and chat, and then 

meeting options from the drop 

down menu 

 

 

 

 

 

 

You can then check, adjust, and save any settings that are not correct. Remember to 

click save once you are happy with the settings. 

 

 

 

 

 

 

In the participants view you can also select the ellipses 

next to the word participants and block attendees from 

unmuting themselves. 

 

  

 

 

 

 

 

3) Make any additional staff members ‘presenters’ so that they can present their screen, 

mute students, and support with engagement. 

In the participants view, hover over the staff member’s name and click on the ellipses. Select ‘Make 

Presenter’ and they will now be able to share their, control the lobby, and mute students if required.  

This can be reversed by following the same process, so is also useful if you require a student to share 

a presentation. 

 


