Annex 9: Organisation of the telephone conferences
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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:

& 20 S Untitled - Meeting P search 4 o«

File  Meeting  Scheduling Assistant  Insert  Format Text  Review Help

m * 4 e [' ﬁx [B] Address Book Eshowss: [ Busy -

o
Delte 5 _ | JoinTeams Mesting DortHost  Sendto | Cancel P CheckNomes

Mesting Options  Online  OneNote | Invitation =] Response Options -

o me
N

08 m B 9L

Dictate

All Immersive Viva View

Recurrence  Categorise
Reminder; [15 minutes  ~
L2 Reminder [13minutes _ ~] Apps | Reader | SchedulingPoll | Insights = Templates

Actions Teams Meeting OneNate Attendees Options Tags Voice | Apps | Immersive Find Time Add-in My Templates ™
(i) You haven't sent this meeting invitation yet.

B> Title

Send Required

Optional
Start time Mon 05/08/2024 [ | 09:00 v [JAlday [ & Timezones

End time Mon 05/08/2024 E 11:00 ~| 3 Mazke Recurring

Location | Microsoft Teams Meeting [, Room Finder

@ .

Microsoft Teams need neip?

Join the meeting now
Meeting ID: 367 320 213 157
Passcode: vsAm32

Dial in by phone

+43 1 20563660 63, 247673663# Austria, Vienna

Find a local number

Phone conference ID: 247 673 663#

For organizers: Meeting options | Reset dial-in PIN

Ll »

InShared Folder £ Calendar

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

o |fyoudon’t speak, your microphone is muted and your camera is off;

e Beveryshort and precise, focus on relevant information;

e Speak only if you are directly asked by the moderator or you use the functionality “Raise
your hand”;

e 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 MSTeams
meeting, the teleconference can also be organised via Skype.
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