How to create a Class Meeting where only the Instructor can present

1. Open your Class Team. In the toolbar at the bottom, click on the “Video Camera icon” to set up a
meeting.

Start a new conversation. Type @ to mention someone.
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2. Select “Schedule a meeting”
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3. Give the Class Team meeting a name and identify the date and time for your meeting, then hit Send.
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Type details for this new meeting

4. Go back to your Class Team. You will see the scheduled meeting in the Chat. Click on the meeting to
open additional options to allow you to specify yourself as the Presenter
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5. Click on the Meeting Options tab at the top of the page.

Class1 Chat Details Scheduling Assistant  Meeting notes  Whiteboard

X Cancel meeting

Time zone: (UTC-04.00) Atlantic Time (Canadal Meeting options I

Class 1

Add required attendees

Mar 20, 2020 11:00 AM Mar 20, 2020 12:00 PM ~
Does not repeat ~
Test 101 Genera
Add location
B 7 U S % A WA Paragraph I, <= »= = =

Select the “Who can present?” option and select

screenshare or commandeer the class.
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