
Meeting Your 
Clients reMotelY 
with MiCrosoft teaMs

Hi there,
At Irish Life, we pride ourselves on helping you and your clients build better futures. We 
are here and ready to make sure we continue to provide the support you need to grow 
and develop your business.

This document is for Financial Brokers only.
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We are committed to supporting you with remote 
working. The value of advice to your clients is 
more important now than ever. That’s why we’ve 
created this guide to help you meet your clients 
through Microsoft Teams.

This guide focuses on Microsoft Teams, but we 
have guides for other video conferencing 
applications you can use. There are also other 
video conferencing applications available - these 
are just some examples.

Benefits of Miscrosoft Teams for you and 
your clients:
•	 Screensharing with clients for a more 

immersive and collaborative experience.

•	 Client can now have their partner join in the 
meeting remotely.

•	 Offers a blended approach and alternative to 
face to face advice.

•	 Reduce travel time spent travelling long 
distances to customer meetings.

•	 Bring in clients from different locations.



setting uP MiCrosoft teaMs

In order to download Microsoft Teams, you must have a Microsoft Enterprise 
or Office365 package. Contact your Account Manager for more information  
if you don’t have this set up.

If you have Microsoft Enterprise or Office 365 package 
you can download the Microsoft Teams app on your device.

setting uP a Meeting with Your Client

To set up a meeting with your client, simply click on your Calendar and select 
New Meeting. As Microsoft Teams is purpose built for collaboration between teams, 
you may find that your client might not have Microsoft Teams. However, your client 
does not need to have a Microsoft Teams account. This guide will show you how you 
can schedule a meeting without your clients having a Microsoft Teams account.

Your Microsoft Teams calendar may be synched in to your Outlook app, so if 		
you schedule a meeting through Teams, it will be recorded on your Outlook.

1. To set up a meeting, sign in to your Microsoft Teams account.

2. Go to Calendar on your Microsoft Teams App.

3. You can click on +New Meeting or click on the time you would like in your
calendar. A meeting scheduler will pop up.

Fill in the appropriate tiles. 
You can enter you client’s full 
email address on the Required 
Attendees as this is a free text 
box. Click on Invite.

https://products.office.com/en-ie/microsoft-teams/download-app%23desktopAppDownloadregion
https://templates.office.com/en-us/Host-or-attend-a-team-meeting-with-Microsoft-Teams-TM22664929


To see Microsoft’s full 
guide in scheduling a 
meeting through your 
Microsoft Teams App, 
click on these links below.

sending Your 
Clients the  
Meeting invite

When setting up the meeting on Microsoft 
Teams, your client doesn't need a Microsoft 
Teams account. Simply add in their full email 
address and send them the meeting invite. 

Re-scheduling 
or cancelling 
your meetings

If you have to re-schedule your meeting with 
your client, you can do this through Microsoft 
Teams.

To cancel your meeting with your client, simply 

go to your meetings and send a cancellation.

Joining a 
meeting

To join the meeting, right click on the calendar 
event and click on Join Online. It will also show 
a Join button on your calendar five minutes 
before the start of the meeting. However, if you 
have overlapping meetings on your calendar, 
this button will not appear. If your client joins 
the meeting before you, the event will change 
colours to let you know they are online.

You can also schedule a 
meeting through your 
Outlook. To find out 
how to do this, check 
out Microsoft’s guides 
below.

Desktop & Web mobile

Desktop & Web ANDROID
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If you need more information, you 
can look at Microsoft’s guide on 
how to host online meetings for 
your business. CL

IC
K TO LINK

https://support.office.com/en-us/article/schedule-a-meeting-in-teams-943507a9-8583-4c58-b5d2-8ec8265e04e5%23ID0EAABAAA%3DDesktop
https://support.office.com/en-us/article/schedule-a-meeting-in-teams-943507a9-8583-4c58-b5d2-8ec8265e04e5%23ID0EAABAAA%3DMobile
https://support.office.com/en-us/article/schedule-a-teams-meeting-from-outlook-883cc15c-580f-441a-92ea-0992c00a9b0f
https://support.office.com/en-us/article/schedule-a-teams-meeting-from-outlook-883cc15c-580f-441a-92ea-0992c00a9b0f%23ID0EAABAAA%3DAndroid
https://support.office.com/en-us/article/schedule-a-teams-meeting-from-outlook-883cc15c-580f-441a-92ea-0992c00a9b0f%23ID0EAABAAA%3DiOS
https://support.office.com/en-us/article/host-online-meetings-for-your-business-d5101f5c-30e3-4097-bb10-6d2fdeb9cf53


Clients joining the meeting

Your client will get your meeting invite through email. In order to join the 		
meeting, all they need to do is click on the link within the meeting invite to join.

Your clients have two options:

Broadband connection can affect the quality of your meeting. To make 
sure your meeting runs smoothly, do a test run with your client before 
your scheduled meeting if you can.

Sharing your screen with 
your client

Joining a meeting with 
Microsoft Teams CL
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Option 2: 
• Download the Microsoft Teams 

App if they have a Microsoft Teams 
account.

• Your client simply has to type in	
their name and click Join Now.

Option 1: 

• Join	through	the	web	link

sharing with 
Microsoft Teams CL

IC
K TO LINK

TOP 
TIP!

With Microsoft Teams, you can share 
your screen or files with your client. This 
allows you to have a more immersive and 
collaborative meeting with your client.

To share your screen or files with a client, 
simply click on Share Screen button.

Select what you want 
to share:

•	Desktop lets you show
everything on your screen.

•	Window lets you show a specific app.

•	PowerPoint lets you show a
presentation.

•	Browse lets you find the file you want
to show.

A panel below the toolbar will show 
the screens that are available to share. 
Select the screen you wish to share 
from Window panel. After you select 
what you want to show, a red border 
surrounds what you’re sharing.
Select Stop sharing to stop showing 
your screen.

Only have the review open 
for the customer meeting 
minimising the risk of sharing 
the wrong screen.

TOP 
TIP! TOP 

TIP!

https://support.office.com/en-us/article/join-a-teams-meeting-078e9868-f1aa-4414-8bb9-ee88e9236ee4
https://support.office.com/en-us/article/show-your-screen-during-a-meeting-90c84e5a-b6fe-4ed4-9687-5923d230d3a7


MiCrosoft teaMs’ seCuritY PoliCY

Microsoft Teams has an extensive security and privacy 

policy which you can read here. 

useful resourCes

If you are having any problems, there are many resources available 

online from Microsoft which can help you further. 

Microsoft Teams
security policy CL
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https://www.microsoft.com/en-ie/microsoft-365/microsoft-teams/security
https://support.office.com/en-ie/article/video-what-is-microsoft-teams-422bf3aa-9ae8-46f1-83a2-e65720e1a34d
https://support.office.com/en-ie/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7
https://support.office.com/en-us/article/join-a-teams-meeting-078e9868-f1aa-4414-8bb9-ee88e9236ee4
https://support.office.com/en-us/article/tips-for-better-meetings-80640ac4-b009-42ea-abcb-660e729e63e5
https://go.microsoft.com/fwlink/?linkid=2008317
https://templates.office.com/en-us/Host-or-attend-a-team-meeting-with-Microsoft-Teams-TM22664929
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