
 
 

Using Microsoft Office for Virtual Volunteer Session 
 
The virtual volunteer session is scheduled using Microsoft Outlook and Microsoft Teams. 
Prior to scheduling the volunteer session, determine the date and time with the 
volunteer and student. 
 
To schedule volunteer session in Microsoft Outlook: 

1. Open Microsoft Outlook application 
2. Click ‘Calendar’ icon 
3. Click ‘New appointment’  
4. Click ‘Teams Meeting’ icon 
5. Fill in session details below in the corresponding fields: 

a. Enter Student’s Email Address 
b. Enter Subject/Title as Volunteer Session  
c. Enter start date and time 
d. Enter end date and time 

6. Copy Microsoft Teams meeting information. See example below: 
___________________________________________________________________________  
Join Microsoft Teams Meeting  
+1 754-216-1864   United States, Fort Lauderdale (Toll)  
Conference ID: 126 394 465#  
Local numbers | Reset PIN | Learn more about Teams | Meeting options  
______________________________________________________________________________  

7. Click ‘Send’ icon 
8. Click ‘Email’ icon (to create new email) 
9. Click ‘New Email’ icon  
10. Fill in email details as follows: 

a. Enter Volunteer’s Email Address 
b. Enter Subject/Title as Volunteer Session with <Enter student’s first name> 

11. Paste Microsoft Teams meeting information in body of email. See example 
below: 
___________________________________________________________________________  
Join Microsoft Teams Meeting  
+1 754-216-1864   United States, Fort Lauderdale (Toll)  
Conference ID: 126 394 465#  
Local numbers | Reset PIN | Learn more about Teams | Meeting options  
______________________________________________________________________________  

12. Click ‘Send’ icon  

https://nam04.safelinks.protection.outlook.com/ap/t-59584e83/?url=https%3A%2F%2Fteams.microsoft.com%2Fl%2Fmeetup-join%2F19%253ameeting_YjQ4MzBiMWQtNmMwMS00OTNmLWJiOTgtZDUwZDY3OGY4MmNm%2540thread.v2%2F0%3Fcontext%3D%257b%2522Tid%2522%253a%2522eeacb5cb-5370-4358-a96a-a3783c95d422%2522%252c%2522Oid%2522%253a%25224c6e7a42-f978-4b9e-9c94-360d12eb7206%2522%257d&data=02%7C01%7Cnyasha.hinds%40browardschools.com%7Ca2f10c62e89d42c6b03508d8398d644a%7Ceeacb5cb53704358a96aa3783c95d422%7C1%7C0%7C637322626713504255&sdata=itEu%2FFrNx1wLlu02Wp06GhuiknUOaaNUgS6B1x3j7Qw%3D&reserved=0
tel:+1%20754-216-1864,,126394465#%20
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdialin.teams.microsoft.com%2Fb40f41b3-9a3a-48d5-b855-a1c873c2e9b0%3Fid%3D126394465&data=02%7C01%7Cnyasha.hinds%40browardschools.com%7Ca2f10c62e89d42c6b03508d8398d644a%7Ceeacb5cb53704358a96aa3783c95d422%7C1%7C0%7C637322626713514248&sdata=B1xuCjqEkKa0t2Onr6hpZ8HAqGT5u1RCC%2BGpnApEfiE%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmysettings.lync.com%2Fpstnconferencing&data=02%7C01%7Cnyasha.hinds%40browardschools.com%7Ca2f10c62e89d42c6b03508d8398d644a%7Ceeacb5cb53704358a96aa3783c95d422%7C1%7C0%7C637322626713514248&sdata=%2BbnAUOFSZadOXFoaE0u4X%2BxalZYBHF14D9ePUq9ePw4%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Faka.ms%2FJoinTeamsMeeting&data=02%7C01%7Cnyasha.hinds%40browardschools.com%7Ca2f10c62e89d42c6b03508d8398d644a%7Ceeacb5cb53704358a96aa3783c95d422%7C1%7C0%7C637322626713514248&sdata=DdX84XR9t1nk41zGAa8ebJ8Sn2MV6yCCCTgQaaUFzHY%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fteams.microsoft.com%2FmeetingOptions%2F%3ForganizerId%3D4c6e7a42-f978-4b9e-9c94-360d12eb7206%26tenantId%3Deeacb5cb-5370-4358-a96a-a3783c95d422%26threadId%3D19_meeting_YjQ4MzBiMWQtNmMwMS00OTNmLWJiOTgtZDUwZDY3OGY4MmNm%40thread.v2%26messageId%3D0%26language%3Den-US&data=02%7C01%7Cnyasha.hinds%40browardschools.com%7Ca2f10c62e89d42c6b03508d8398d644a%7Ceeacb5cb53704358a96aa3783c95d422%7C1%7C0%7C637322626713524247&sdata=cNxYtx8GsdnxwCFq358XYNd7Le%2Fw0KCl4JNLljkTMo8%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/ap/t-59584e83/?url=https%3A%2F%2Fteams.microsoft.com%2Fl%2Fmeetup-join%2F19%253ameeting_YjQ4MzBiMWQtNmMwMS00OTNmLWJiOTgtZDUwZDY3OGY4MmNm%2540thread.v2%2F0%3Fcontext%3D%257b%2522Tid%2522%253a%2522eeacb5cb-5370-4358-a96a-a3783c95d422%2522%252c%2522Oid%2522%253a%25224c6e7a42-f978-4b9e-9c94-360d12eb7206%2522%257d&data=02%7C01%7Cnyasha.hinds%40browardschools.com%7Ca2f10c62e89d42c6b03508d8398d644a%7Ceeacb5cb53704358a96aa3783c95d422%7C1%7C0%7C637322626713504255&sdata=itEu%2FFrNx1wLlu02Wp06GhuiknUOaaNUgS6B1x3j7Qw%3D&reserved=0
tel:+1%20754-216-1864,,126394465#%20
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdialin.teams.microsoft.com%2Fb40f41b3-9a3a-48d5-b855-a1c873c2e9b0%3Fid%3D126394465&data=02%7C01%7Cnyasha.hinds%40browardschools.com%7Ca2f10c62e89d42c6b03508d8398d644a%7Ceeacb5cb53704358a96aa3783c95d422%7C1%7C0%7C637322626713514248&sdata=B1xuCjqEkKa0t2Onr6hpZ8HAqGT5u1RCC%2BGpnApEfiE%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmysettings.lync.com%2Fpstnconferencing&data=02%7C01%7Cnyasha.hinds%40browardschools.com%7Ca2f10c62e89d42c6b03508d8398d644a%7Ceeacb5cb53704358a96aa3783c95d422%7C1%7C0%7C637322626713514248&sdata=%2BbnAUOFSZadOXFoaE0u4X%2BxalZYBHF14D9ePUq9ePw4%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Faka.ms%2FJoinTeamsMeeting&data=02%7C01%7Cnyasha.hinds%40browardschools.com%7Ca2f10c62e89d42c6b03508d8398d644a%7Ceeacb5cb53704358a96aa3783c95d422%7C1%7C0%7C637322626713514248&sdata=DdX84XR9t1nk41zGAa8ebJ8Sn2MV6yCCCTgQaaUFzHY%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fteams.microsoft.com%2FmeetingOptions%2F%3ForganizerId%3D4c6e7a42-f978-4b9e-9c94-360d12eb7206%26tenantId%3Deeacb5cb-5370-4358-a96a-a3783c95d422%26threadId%3D19_meeting_YjQ4MzBiMWQtNmMwMS00OTNmLWJiOTgtZDUwZDY3OGY4MmNm%40thread.v2%26messageId%3D0%26language%3Den-US&data=02%7C01%7Cnyasha.hinds%40browardschools.com%7Ca2f10c62e89d42c6b03508d8398d644a%7Ceeacb5cb53704358a96aa3783c95d422%7C1%7C0%7C637322626713524247&sdata=cNxYtx8GsdnxwCFq358XYNd7Le%2Fw0KCl4JNLljkTMo8%3D&reserved=0


 
To host a scheduled volunteer session: 

1. Open Microsoft Outlook application 
2. Click ‘Calendar’ icon 
3. Open scheduled volunteer session 
4. Click ‘Join Microsoft Teams Meeting’ link 
5. Click ‘Join Now’ 
6. Wait for both volunteer and student to join the session 
7. Introduce the student, volunteer and you by reading session intro  
8. Read session intro: 

Greetings and welcome to today’s volunteer session. My name is Ms./Mr. 
[Teacher/Liaison Name]. I am so happy to have [Student Name] and 
[Volunteer Name] here today. You may begin your session conversing as 
you normally do in the classroom and  I will be muted. Please feel free to 
leave the session at the end. Thank you and you may begin. 

9. Remain in session for the entire time 
10. Click ‘Leave’ to exit volunteer session 

 
Note: On the day before the volunteer session, remind volunteer and student of next 
appointment date and time. It is also recommended that the teacher/school 
volunteer liaison join the session before the scheduled time. 


