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Introduction

Totara Learn is flexible and can adapt to suit your organisational needs. If you need to replace face-to-face training
with online delivery, you can use Microsoft Teams within Totara Learn to create online meeting spaces. What's even
better is that it supports desktop, web, and mobile devices as well as providing a dial-in option for phones

Set-up the Teams meeting in Outlook

To be able to set up a Teams meeting from within Outlook, you’ll need to make sure you have access to the Outlook
plugin for Teams, which can be found here.

How do vou know if vou already have the Teams pluain for Outlook? You will see a button within the ribbon when
creating a new Outlook meeting with the Teams logo and the text ‘New Teams Meeting’.

Step 1

Navigate to Outlook and create and choose ‘New Teams Meeting’ from the ribbon.

[S L] P Ssearch
Home Send / Receive View Help ESET
ri] New Appointment 'j'q New Meeting ~ | T New Teams Meeting Today Next 7 Days ri] Day ril Work Week Week Mo
[F]

<

< March 2020 > Today || < | »| 23 - 27 March 2020
MO TU WE TH FR SA SU

24 25 26 27 28 29 1 Monday Tuesday Wednesday

Step 2

In the ‘Title’ field, enter in the seminar title and add the start and end times, just like a normal meeting.

You don’t need to invite people as optional or required, and you shouldn’t make this a recurrina meetina.

Io O ~ This is the seminar title - Meeting
Meeting Scheduling Assistant Insert Format Text Review Help Q@ Tell me what you want

—> ~ | Eg# Join Teams Meetin |~ Bus v 15 minutes v aa. @ Meeting
g = ¥ oo L

@You haven't sent this meeting invitation yet.

> I Title This is the seminar title I
Required
Send
Optional
Start time Wed 25/03/2020 || 12:00 »| [alday [ @ Timezones
End time Wed 25/03/2020 ) 14:00 w| ¥ Make Recurring

Location Microsoft Teams Meeting

Join Microsoft Teams Meeting

+44 117 457 6671  United Kingdom, Bristol (Toll)
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Create the seminar activity in Totara Learn

In Totara Learn, you can either create a new seminar activity or update an existing seminar activity. If you need
further help on creating a seminar activity, you can find a useful guide here.

Step 1
Add an event and input the same date and time details as the Teams meeting you created in Outlook.

Adding a new event in Seminar Sessions

There are required fields in this form marked *.

« General

Specify sessions details Date and time Room Assets

25 March 2020 12:00 PM - 1 | Select room Select assets A x
25 March 2020 2:00 PM

Step 2

Click on ‘Select room’ and then click ‘Create new room’ which is found in the bottom left of the pop-up window.

-Himulation Keom 1, Iraiming Cenfre, Education Koad, Birmingham, B4 3HG (Capacity: 12)
Simulation Room 2, Training Cenfre, Education Road, Birmingham, B4 3HG (Capacity: 12)
Simulation Room 3, Training Cenfre, Education Road, Birmingham, B4 3HG (Capacity: 5)

Video Conference Room 1, Learning Central, Development Road, London, NW4 6TH (Capacity- 10)
Video Conference Room 2, Learning Central, Development Road, London, N'W4 8TH (Capacity: 10)
Video Conference Room 3, Learning Central, Develepment Read, London, N\W4 6TH (Capacity: 12)
Virtual Classroom, Wehinar Flugin, Anywhere {Capacity: 100)

VR Room 1, Education House, High Street, Nottingham, N56 7Y G (Capacity: 30)

VR Room 2, Education House, High Street, Nottingham, N56 7Y G (Capacity: 15)

Create new room

Step 3

Fill in the fields to add the room details, and in the ‘Description’ field add in the URL and Dial-In instructions, which you
can copy from your Outlook meeting and click ‘Ok’ to save and select that room.
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Create new room

There are required fields in this form marked *.

Name™* Online Teams Meeting Room 1
Room capacity * 25

Allow room booking

conflicts
(1]
Description 4 B | I |[iEiE]|| &L & WK 5O

Join Microsoft Teams Meeting

+44 117 457 6671 United Kingdom, Bristol (Toll)

Conference |D: 708 568 680#

Local numbers | Reset PIN | Learn more about Teams | Meeting options

Think Associates Ltd, trading as Think Leamning, is a company registered in England.
|Beqgistration number 05178209 Registered gffice” 1 Frigry Temple Quay _Bristol _Ayon M

oK Cancel
To copy the link, if you return to the Teams meeting in Outlook, you should see the joining details in the bottom pane
like the below.

Select the text with your mouse and then right click and choose ‘Copy’

Meeting Scheduling Assistant Insert Format Text Review Developer Help @ Tell me what you want to do
]EI -~ o Join Teams Meeting Q ~ E DBusy v D_. 15 minutes v EE' @ Meeting Notes _'| GIPHY d Meeting Secretary D; View

() You haven't sent this meeting invitation yet.

= Title This is the seminar title
cend Required
Optional
Start time Wed 25/03/2020 [g|| 1200 »| DOaldey [0 & Timezones
End time Wed 25/03/2020 [)| 1400 | {3 Make Recurring
Location Microsoft Teams Meeting &, Reom Finder

Join Microsoft Teams meetina

Cut
+44 117 457 6671 United King

Conference ID: 708 568 680#

[l Paste Options:

Local numbers | Reset PIN | Leam [—‘ln] [% options
Think Associates Ltd, trading ipany regi: d in England. Regi: ion number 05178209, Registered office: 1 Friary, Temple Quay. Bristol, Avon, BS1
6EA =N

Help | Legal =

That’s it all done. Finish adding your event and now when the learners view the room details they will see the link for
the Teams meeting.
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Extra tips

Why not improve the user experience even more! You can create custom fields for seminars where you can put in the
Teams meeting URL or dial-in number. This will act as a prompt to input those fields when creating a room as an
online meeting, and you can also add them to booking confirmation emails, so learners can simply click the dial in link
from their email.

Custom fields

Follow the online help here on setting up a custom field. Make sure you set up your custom field under the ‘Roon?’
tab, so you can add it as a field when setting up a new room or editing an existing room.

EVENT ASSET ROOM SIGN-UP USER CANCELLATION EVENT CANCELLATION

Custom fields

Custom field Type Edit
Building & Text input @ ¥
Location @ Location a4® A4
Teams Meeting Link URL [- XN 3 S
Dialin Text input L= RN & 3
Create a new custom field Choose: v
[ choose

Checkbox

Date/time

File

Location

Menu of choices

Multi-select

Text area

Text input

In this example there are two custom fields created:

e Teams Meeting Link is using the URL custom field
e Dial-in is using the Text input field

Save your changes after creating the custom field.
With custom fields created, follow the steps under Create the seminar activity in Totara Learn and simply copy and

when it comes to Step 3 paste the details into their respective fields rather than the ‘Description’ field.

Teams Meeting Link € URL| +44 117 457 6671 Text| Join the meeting by clicking "

Open in new window

Dial-in +44 117 457 6671
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Booking confirmation and reminder emails

You can update your emails so that learners receive the joining details directly in their email message, so they can join
directly from that email in Outlook.

You may want to do this for both the booking confirmation email and the booking reminder email. For more
information on updating and configuring notifications for seminars click here.

If you are adding joining details to the ‘Details’ field of the room, you can include the placeholder [session:room:link] to
include a link to the room details (including the joining instructions you set up).

If you want to add custom fields for the room, you can add those by using the room custom field shortnames which
you created when setting up the room custom fields. In the above examples we set up:

e Teams Meeting Link which had the shortname teamslink
e Dial-in which had the shorthame teamsdialin

To include these you can add the placeholders:
[session:room:cf_teamslink]

[session:room:cf_teamsdialin]
Tips for online meetings

To get the best out of your online meetings, check out some tips from the experts at Microsoft Teams.

Extra considerations

If you are looking to create an online learning seminar using Microsoft Teams and Totara Learn, you should note that
learners will be able to see the link in the room details without having to sign-up. This means that even if you have a
maximum capacity set on the room, people can access the Teams link without signing-up and you risk more people
joining than you would like.

One option is to not include the Teams link at all and then 15 minutes before the session was about to start create a
message to all Booked users and include the link then.
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