Quick Guide to Teams Live Events for Staff
Created by: CLM and Science Teaching and Learning Units, Wits University
Updated: 15 March 2021

A Teams Live Event is different to a normal Teams Meeting and is more like a webinar or meeting broadcast. A
live event can support up to 10 000 participants and may, therefore, be useful for very large class classes (i.e.,
classes with greater than 250 students; for classes with fewer than 250 students, a normal Teams meeting should
suffice, and for fewer than 200 students, BBB should be adequate).

Note that you need to use the Teams desktop app to produce a Teams Live Event. Also note that Teams Live
Event has certain features that may prove restrictive for interactive teaching sessions:

e Participants don’t have access to a mic or camera. Student interaction is therefore very limited -
participants can only interact through the Q&A feature and this feature is managed by the
moderators/presenters.

e Effective facilitation requires the involvement of several staff occupying the roles of presenter and
moderator. For very large groups, at least two facilitators are needed to help produce the event and serve
as backup if one loses network signal or connection.

e Live Events cannot be paused and resumed. If a session is stopped mid-way, a new event will need to be
created and the link shared.

Tip: Do a few rehearsals before you run the first Teams Live Event with students to practice using Team
Live Events. It is recommended that 2 people are needed to run a live event.

This guide addresses:

How do | access the Live Event feature in Teams?
How do | create a Live Event in Teams?

How do | invite participants to a Teams Live Event?
How do | produce a Teams Live Event? (For lecturers)
How do | monitor the Q&A?

How do | attend a Teams Live Event? (For students)

No ks wnNR

How do | access the meeting recording and other information? (For lecturers)
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1. How do | access the Live Event feature in Teams?

Staff need to first log a call with Ulwazi Help to get the Teams Live Event feature enabled for them in Teams. Once
it has been enabled, when you open Teams, go to the Teams Calendar and you will see the option on the Add
New meeting drop-down:

O Meet now -+ New meeting

Schedule meeting

() Live event

2. How do I create a Live Event in Teams?
1. To create alive event in Teams, go to your calendar and select the dropdown next to the New Meeting
button on the left side of the app and then select Live Event.

Schedule meeting

() Live event l
12 13

Friday

2. Add the Live Event meeting title, date and time information, and other details.

New live event

. You are setting up a live event
To invite attendees, copy the link once you schedule the live event, and publish it or send it in a

calendar invite. Learn more

Title * I Invite people to your event group I
l How to Use Live Events Demonstration Invite presenters
Organizer

Location

“ Greig Krull
v
oA Producer v

Start End
Mar 15, 2021 10:30 AM Mar 15, 2021 10:30 AM
Time Zone
(UTC+02:00) South Africa Standard Time v
Details
B i 9] S Y é; A Paragraph v Aé} = =

Provide info about the live event

C|°se m
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3. Inthe Invite people to your event group box, add the names of the people who will be presenting and
producing the event (i.e. fellow lecturers, Teaching Assistants or an Administrative Assistant). Do not include
students (event attendees), you will invite them via a link later. Note that as the meeting creator, you are
assigned as Producer and anyone you invite will be Presenters. You can change these roles.

Tip: To understand the different roles in Live Events:
e Producers: start and stop the event, control what is shared and when, and can also be Presenters.
e Presenters: share video, audio and screen and moderate the Q&A chat with attendees.
e Attendees: can only watch the event and type questions or comments into the Q&A chat.

Although one person can produce and present, we recommend you run your first few live events with at
least 2 people (one producer, one presenter) until you become more familiar with running live events.

New live event

L ‘ You are setting up a live event
To invite attendees, copy the link once you schedule the live event, and publish it or send it in a

calendar invite. Learn more

Title * Invite people to your event group

How to Use Live Events Demonstration Invite presenters
Organize:
Location E '
Greig Krull
e m Producer v
Start End Event group 1
Mar 15, 2021 10:30 AM Mar 15, 2021 10:30 AM o= Kershree Padayachee
@ Presenter v
Time Zone
Fiona Macalister o
(UTC+02:00) South Africa Standard Time v G Presenter X
Presenter
Details
B 7 U S|V & M rmegmhv A= =

Provide info about the live event

Close

4. Click the Next button.

5. Under Live event permissions, choose who can attend your live event. We recommend the Org-wide option
(only staff or students who sign in with their Wits credentials can access the event).
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New live event

Live event permissions

8 People and groups
Only the specified people and groups can watch the live event.

Org-wide

Everyone in your org can watch the live event. (Sign-in required)

Public
@ The live event will be open to anyone. Use when most of the
attendees are outside your org. (No sign-in required)

How will you produce your live event?

@® Teams

You plan to use Teams to share content from presenters’ webcams and screens.

®
Captions
Spoken language English (United States) v

Translate to Choose up to 6 languages v

Close Back Schedule

Scroll down to make selections under How will you produce your event? We recommend to produce the live
event in Teams. You can choose to show automatically created close captions (if participants choose to show
it), but be aware the automated closed captions are not always very accurate. If you use Teams to produce

the event, the recording is automatically created.

New live event

e e ey

How will you produce your live event?

@ Teams

You plan to use Teams to share content from presenters’ webcams and screens.

®
Captions
Spoken language English (United States) v

Translate to Choose up to 6 languages

Attendee engagement report
Q&A

O An external app or device

You plan to use another tool to share content. Learn more

Support
Give attendees access to support info for your organization.
URL

https://support.office.com/home/contact
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7. If you want to be able to see who attends the live event, tick the Attendee engagement report option. Also
tick the Q&A option so participants can ask questions via the chat. You can add the Ulwazi Helpdesk email
under the Support option.

8. Click the Schedule button.

3. How do | invite attendees to a Teams Live Event?

1. After you have scheduled the event, invite attendees by clicking on the Get attendee link.

How to Use Live Events Demonstration

Invite attendees

y
» To invite attendees, copy the link and share it or send it in a calendar invite.

' N

(@ Learn more

Monday, March 15, 2021 Organizer
10:30 AM - 10:30 AM (0 minutes)

Greig Krull
Microsoft Teams Meeting

Producer, Organizer

B Kershree Padayachee
Presenter

X Cancel meeting 0 Fiona Macalister
A

Presenter

Live event resources Refresh

Close “

2. You can copy and paste this link into Ulwazi, as an announcement, event or into a page.

3. Click Close to close the meeting setup or Edit to go back and edit something about the meeting.

Tip: Once the event is scheduled, be sure to make any changes in the Teams Calendar. Don't edit this event
in Outlook.

4. How do | produce a Teams Live Event?

1. Goto the live event in either your Teams or Outlook Calendar. Open the live event and click Join live
event.

Tip: You have to be a Producer or Presenter to use this link. Attendees have a different link.

2. The producer’s screen has three areas. What is live is on the right side (what attendees see). On the left,
the Queue shows you what’s next, and the bottom tray has all content you can share. As the producer
you can mute all participants. The buttons on the top right show different information.
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® How to Use Live Events Demonstration 00:1

Queue Live event

Add video or content from below The live event hasn't started

3. Theicon on the top right show different information. Click on an icon to see this information on the right.

Health and Performance Live Event Q&A Meeting Notes Meeting Chat (between
producers and presenters
only)

Jeesoaso 3 L EREEIES + oE)e & @ O ~ o of8)s & O
Health and performance X Live event QA @ Meeting notes Meeting chat
Most metrics refresh every 15 seconds. Learn more .
: : o @ Greig Krull joined the meeting
~ Network o
£’ Greig Krull named the meeting to How to
m Open ' Use Elve Elvsnls Dder:onstrahci ‘
Uplink usage (O £@ Kershree Padayachee and Fiona Macalister
were invited to the meeting.
275M bpS 8 Phiwe Dlamini was invited to the meeting.
Round trip time (0 12:05 PM
221 ms Hi there!
~ Devices
Video processing ()
Hardware enabled
- @
Sent resolution (1) .
720p \
- Policy Go ahead and start taking
- notes!
Media sharing (D Notes you take are shared with
Both enabled others and are accessible before,
No new questions during, and after the meeting.
Media bitrate limit (O
50 Mbps Take notes
Type a new message
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People (producers and
presenters in the meeting
and to invite others)

2B PL8)E O

People

Invite someone ]

Currently in this meeting (1)

Greig Krull R
ﬂ ig Kru &

Others invited (3)

n Fiona Macalister

& No response

@ Kershree Padayachee
Accepted

PD Phiwe Dlamini

9 No response

Device settings (your device
and meeting settings)

a5 o s(@o

Device settings

(2
X

Audio devices

PC Mic and Speakers v

Speaker

Speakers (Realtek(R) Audio)
i —eo
Microphone

Microphone Array (Realtek(R) Audio)

RS

oise

O)

uppression Y
[Fhoose Low if Learn more.
you want others
0 hear music
Auto (Default)

Camera

Integrated Camera v

Live event settings

Auditorium mode Off
Optimize your sound to include in-room audience

reactions, like laughter and clapping. Learn more

of @ )

My live captions

See live captions for this event

Attendee live captions

o @

Meeting Details

f\»@)@@&%éﬁé@_

Meeting details

How to Use Live Events
Demonstration

10:30 AM - 11:30 AM (1 hours)
Monday, March 15, 2021 @ 10:30 AM
Microsoft Teams Meeting

Support

Microsoft Teams live event support

Don't forward this invitation. Go to Microsoft
Teams to invite additional people.

Microsoft Teams
Join live event

Join as producer or presenter when it's time for the
live event.

Do not forward this invite to the attendees.

cer help | Presenter help | Learn more

Manage live event resources

4. To share your desktop or a window, select Share and add the content you would like to share. Note that

you can share your desktop or a window to share, there is no content upload or whiteboard option.

5. Select what content you want your audience to see from at the bottom of the screen (double click on it)
to preview it in your queue (on the left). The queue can be used to manage what comes next if there are
multiple presentations and presenter webcams. As the producer, you can see what the presenters have

shared.
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@® How to Use Live Events Demonstration

Live event

Add video or content from below The live event hasn't started

@® How to Use Live Events Demonstration 1

Queue Greig Krul top Live event

Introduction to
Ulwazi Course

w
40N
3 [ ] L
Analytlcs ' o o . The live event hasn't started
LM Centre for Online ‘ - '
- a

Learning and Teaching
S March 2021

ULWAZI

Mute all

7. Select Start to start broadcasting for attendees.

Are you sure you want to start the live event now?

Once you start, you can't stop and restart. The event can last up to 16 hours from start
time and attendees will watch at a 10-20 second delay. Learn more

8. A confirmation message appears. Click Continue to start.

9. When the meeting is finished, click Stop meeting to end the meeting. If you click on Stop meeting the
meeting will end and cannot be restarted.
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Tips

e Only Producers can start and stop the event. Once you click Start to start the meeting, you cannot
stop and restart it. If you click on Stop meeting the meeting will end and cannot be restarted.

e Producers can mute any producers or presenters who aren't actively speaking. If they're not
muted, their audio will go live to attendees.

e There's a 15— to 60—second delay from the time a media stream is broadcast to when attendees
see it.

e If you stop sharing video (by turning off your camera or ending the presentation), everyone will see
the message: Live event will resume in a moment.

e Have the presenters join 15 minutes ahead of time. Share a slide with a nice intro, indicating that
the event will begin soon. Then, start the live broadcast about 5 minutes early to make sure
everything is working. Leave all audio muted until you’re ready to go live with your presenter at the
start of the live event.

e See the Microsoft Guide for producing live events for more information.

5. How do | monitor the Q&A?

When a live event is created with a Q&A option, attendees can start asking questions even if the event hasn't
started. These questions are only visible to moderators (producers or presenters) until they publish them to the
event.

1. Select the Q&A icon on the right side of the screen, then select Open.

f‘r@ O & B8 O

Live event Q&A @

No new questions
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2. Select Publish to make a question and answer visible to everyone. Note first publish the question and then
reply to it. Alternatively, if you select a question and choose Private reply only the person who asked the
question will receive the reply, no other attendees will see it.

M BB PR B0 9B P Y B O
Live event Q&A @ X Live event Q&A @ X
New (1) Published (1) Dismissed (0 New :::"-' ssed (0
Q Open O Open Most recent

Greig Krull (You) : O O
Dismiss \&I When is this assignment due?
/
|

What time?
Greig Krull (You) G W
What time?

Tips:

e Producers, presenters and attendees can like questions by selecting the “thumb” icon.

e If you want to say something to all attendees in chat, select Make an announcement at the bottom of
the panel, type the announcement and send.

e When the event is over, you can download reports including a Q&A report by selecting the menu
button on the live event invite.

6. How do | attend a Teams Live Event? (For students)

Note that you can attend a Teams Live Event using the Teams app on a PC or mobile device or using the browser
on your device. The following steps show the steps when using the Teams app on a mobile device:

1. Select the live event link sent to you by your lecturer (usually posted in Ulwazi or sent via email).

Hi Class

A reminder of our Teams Live Event at 12pm today.
Please use the Teams Live Event Link to join. You

must login with your Wits credentials to join.

Your Lecturer

2. Signin to Teams using your Wits credentials (studentnumber@students.wits.ac.za and your Wits password).
Depending on the meeting settings, you may be able to join anonymously.
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Microsoft Teams

&

Get started with your work, school, or
personal Microsoft account

fnt

Get help with signing in

@S Sign up for free

3. Ifthe live event hasn't started, you'll see the message "The live event has not yet started."

The live event has not started

4. Once the lecturer starts the live event, you will see what they have shared (either a presentation or a
webcam). The name of the meeting is shown at the top. You can rotate your mobile device display to see a
bigger image of what is shared.
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Live Event Demonstration

Introduction to

Ulwazi Course
Analytics

CLM Centre for Online

Learning and Teaching
5 March 2021

ULWAZI

Live Event Demonstration

Introduction to L)
Ulwazi Course ‘o . o\

Analytics . '. .° .
CLM Centre for Online ‘ A '

Learning and Teaching
5 March 2021

LIIWAZI

LIVE/ 3:03 all )

5. There are controls at the bottom of your screen to pause the action, adjust the volume and the video quality.
Important: To save bandwidth/data, you can reduce the quality of the video:

& Live Event Demonstration

Introduction to
Ulwazi Course
Analytics
CLM Centre for Online

Learning and Teaching
5 March 2021

(@O0

QUALITY
v Auto
720p-1.7Mbps
Leave :] 540p-850Kbps
360p-350Kbps
240p-90Kbps

LIVE/13:52 all O 2

6. The Q&A panel only appears only if organizers have set it up. To ask a question: Select the Q&A button on the
top right side of the screen to access the chat. You will be able to type in your question or comment and then
the lecturers will choose to reply privately (just to you) or to all attendees in the meeting.
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< Live Event Demonstration

Introduction to w7
Ulwazi Course ‘o . o\

Analytics . °. .° .
CLM Centre for Online ‘ A '

Learning and Teaching

5 March 2021 canvas

—~ - ~)

LIVE / 3:03

7. The Q&A tab appears. You can see what other questions have been asked and what the responses are. Type

your guestion in the compose box, and then select Send. If you want to ask your question anonymously,
select Ask anonymously.

< aaa < aea
My questions® Most ., Featured My questions

recent

" 5 .

Greig Krull (You) 12:33 P\ @ Greig K"“" fV°“) _h 32PM ) 8 Private
When is this assignment due? When is this assignment due?
Moderator 12:37 P\ < Reply
It is due next Friday
Greig Krull (You) 12:35 PV 6]
What time?

Moderator 12:37 PM
By 5pm

Ask a question send

) Post as anonymous

Q& P L
1§2)3)4)5)e6j7)8]9}o0

QEWIEJRYITRYJURIJOP
AJSIDREFRIGRHRJIK]L

2 EZiX|CJViBINfME &

8. Click on the arrow (top left) next to Q&A to go back to the video view.
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&« Live Event Demonstration

Introduction to o
Ulwazi Course ‘o . o\

Analytics b »

‘. S ® '
CLM Centre for Online a8

Learning and Teaching
5 March 2021

ULWAZI

9. When the meeting is finished, click the Leave button to leave.

10. To watch the recorded event, you may be able to use the same link to see a recording. But this may be
disabled after the live event. Your lecturer should then save the recording onto Ulwazi and share the link with

you.

7. How do | see the meeting recording and other information? (For lecturers)

The meeting producers can see information about the live event once it is over. Please note that there are

sometimes delays with the final recording, and audio and visual presentation in the recording is sometimes not

100% synchronised.

1. Open the live event in the Teams Calendar.

I VITCTOSOTT TEams VIEETNg

Live Event Demonstration

Mar 14, 2021 12:30 PM - 1:00 PM

Live Event Demonstration

Greig Krull

(O]

(=) Chat with participants

o Greig Krull

2. Scroll down to see the live event resources.
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Live Event Demonstration

You are the organizer.

> Cancel meeting

Live event resources v
Recording 82
Q&A report »
Attendee engagement report ~
Recording for attendees Disable

» Advanced options

Refresh Delete all

Don't forward this invitation. Go to Microsoft Teams to invite additional people.

To share how live events work

Close

3. You can download the recording, the Q&A report and the attendee engagement report. Reports are
downloaded as CSV files. You can also choose to disable the recording link for attendees. If you leave it

enabled, students will be able to use the same Live Event link to see the recording.
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