bfﬂinsonlc Teams Live Event

LIVE®

Disclaimer : when this documentation is written, there is a new display appearing is teams
calendar. However, the new display doesn't show options to create live events at the
moment so this documentation require to use the older dipslay by making sure that the
option "New Calendar" is unchecked at the top right corner of teams' window.

+ New meeting New Calendar I

Create a live event

Creation

In order to create a Teams Live Event, you need to unfold the menu on the "New meeting" button
(1) then select Live Event (2).

(X Meet now <+ New meeting -

f) Schedule meeting

Templates

Webinar
Host interactive event with registration
Town hall

Produce event for large audience

Virtual appointment
Guests join on web and enter via tailored lobby

Controlled-content meeting
. ctra meeting content controls

Live event

Produce live event

Settings

Once you've clicked on Live Event, a new window pop up for the configuration.
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Teams Live Event

There, you can set the title (1) as well as the details of your event. In order to allow us to join your
event, you will need to check "Allow external presenters" (2) and add our email address (3). Once

this is done, the new presenter will be displayed bellow the organizer. Click on it to change it's role
to producer (4). You can then click "next"

Microsoft Teams

New live event
Title *

Live Event Demo

Location

Start date End date

18/04/2025 (7] 3 v = 18/04/2025
Time Zone
(UTC+01:00) Brussels, Copenhagen, Madrid, Paris

Details

Al Paragraph v

bout the live event

BRAINSONIC ‘;

Invite people to your event group

Invite presenters

() Allow external presenters (i)

A Only turn this on if you have
people from outside your
organization presenting in the
event. Note: Anyone with access
to the link can enter the event
lobby.

Organizer

j Thomas COLLIN
f

Producer -

Event group
Production Live

_ Presenter -

Producer

Presenter

This part can be updated after the event creation by opening on it from the calendar.

In the next windows, you can change some other settings according to your need. Make sure that
"Teams Encoder" is checked on the "How will you produce" section.
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How will you produce your live event?

Teams

All content shared—people’s video and screen sharing—are managed
through the Teams app.

Teams Encoder

An external encoder connected to Teams to manage the event.
Available for org-wide and public events.

We also recommend to uncheck "Recording available to attendees" as we will provide you a
version of better quality after the live.

Once you're ready to go, you can click on schedule to finish the creation.

This part can also be updated after the event creation by opening the event on the calendar
the by clicking on "Settings".
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