
Control your meeting settings - your… “Meeting options”

After you have created your Teams Meeting and sent your invitations, but before the 
meeting, select your “Meeting options”, to choose the behavior of the Lobby and the 
Content Share.

Either from your invite as you create it, or from the Teams Calendar, open your invite and 
select “Meeting options” at the top of the page.

This will open a page in your browser.  These settings can be changed anytime by the 
meeting organizer.



You can set your Lobby and the 
Share behavior for your meeting.  
You can allow “Everyone” to bypass 
the lobby and get right into the 
meeting. Use this if you know who 
you will be inviting, but, be careful 
the meeting link can be shared.  
Once shared anyone who gets it can 
join into your meeting and possibly 
cause disruption. You will get an 
email that your invite has been 
shared, shared by who and who it 
was shared with.

Adjusting your “Meeting options” through the browser



About the Lobby settings…



Setting the Content sharing parameters…


