
 
 

 

                                                                                                                                                                         

 

 

              

Microsoft Teams is now the default method for holding online group meetings at UWTSD, 
and will also be used to host training webinars and some online classes. This guide 
shows you how to set up a Webinar in Microsoft Teams.  

What is a Webinar 

Teams  meetings generally include a lot of back-and-forth among the participants: 
discussions, sharing, assigning and accepting tasks and making plans. Webinars, on the 
other hand, are more controlled, and the participants have clear roles: One or several 
experts (the presenters) share their ideas or provide training to an audience (the 
attendees). 
With webinar capabilities in Teams, you can reach 1,000 attendees with full interactivity, 
plus broadcast to up to 10,000 attendees with a view-only experience. 

Setting up a Webinar in 

Microsoft Teams 

 

Setting up webinars and registration forms is easy in Microsoft Teams 

In your Teams calendar, select the dropdown arrow  
next to New meeting, then select ‘Webinar’. Upon  
joining the webinar, attendee settings will be  
defaulted to audio and video off. Settings can 
be managed with ‘Change options’ after the 
webinar has been created. 

 Set up the invite by selecting your presenters and  
populating your meeting details. The info that you enter  
on this page is for the webinar presenters only—attendees  
won’t see it. If you want, you can set a  
different start time for attendees on the registration form, so 
that you’ll have time to prepare with the presenters before  
the attendees join Select ‘Require registration’. Select 
For everyone if you want to  allow people outside of your  
organisation to register and attend.  

To edit the registration form, select View registration form.  

 

 

Setting up webinars registration forms in Microsoft Teams 

You can add event details, a header image, and custom  
questions to your registration form. 

  Invite others to register for your webinar by selecting  
‘Copy registration link’ and sharing it through your email  
and/or social media channels. After registering, they’ll  
receive a confirmation email where they can add the  
event to their calendars or join the event directly when  it’s time. 

 

 


