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All teleconferences should be preferably organized using MS Teams. The organizer of the 
teleconference is creating the Outlook invitation where the link to connect to the MS Teams 
meeting is included: 

 

Participants can join the online meeting either directly in the MS Teams application or via a web 
browser. In some invitations also the connection by phone is enabled, but as this is not a standard 
service and if a user is connected via phone, he is not able to see the content shared via screen 
sharing function, the phone connection is, therefore, not recommended.  

Do’s and Don’ts during conference call 

• If you don’t speak, your microphone is muted and your camera is off; 
• Be very short and precise, focus on relevant information; 
• Speak only if you are directly asked by the moderator or you use the functionality “Raise 

your hand”; 
• Silence means agreement, raise your voice only in case you disagree. 

Usage of other tools for teleconferences 

All conferences should be done preferably via MS Teams. In case the organiser of the telco is not 
allowed to use MS Teams and thus is not able to create the conference invitation for the MS Teams 
meeting, the teleconference can also be organised via Skype.  


