
How to schedule a Video Conference meeting 
 

This is a Guide to scheduling a Video Conference meeting in Teams using your Outlook calendar. 

Microsoft has marked Skype as "end-of-life" to be replaced by Teams. This Guide therefore replaces 
the previous one which referenced Skype. 

 
 

Step 1: Create the Meeting Calendar Entry 

 
• Open your calendar in Outlook. 
• Go to the date you want to hold your meeting, and then double-click on the desired start 

time. That will open a window where you can begin adding further details: 
 

 
 

Step 2: Enter all relevant details 
• Enter a suitable meaningful meeting name to the Title section. 

Note - This will be the name displayed on the videoconferencing endpoints so users must be 
able to recognise their specific meeting. 

• Add participants. You can include participants external to Ulster University. 
• Double check your Date, Start and End times and amend if necessary. 
• Add your video conferencing locations using the Room Finder pane on the right-hand side of 

your screen. 
 



• This will bring up the Room Finder pane. In here, click on the “Show a 
room list” field, to bring up a list of types of rooms: 

Note - in some cases the Room Finder will not show any rooms. If that 
happens, the workaround is to add each room's calendar into your 
Outlook so you can see when the rooms are free. To do that, use the 
Guide to "Adding Room Calendars into Your Outlook" here:  

https://www.ulster.ac.uk/ds/services/media-
services/videoconferencing-service/Adding-Room-Calendars-into-
Your-Outlook.pdf 

 

• In this list, click on, for example, “other_meeting_room” to see a list of 
rooms with suggested times below: 

 
• Now click on a room name to add it to your meeting. If you are adding 

more than one room, hold down the “CTRL” key as you click each of the 
rooms to highlight them in blue: 

• Once you have made room selections, check that they have appeared within both the 
‘Locations’ and ‘To’ sections of the calendar entry. 

 

 
 

• Click on the ‘New Teams Meeting’ button on your calendar entry 
Ribbon. 

 
 
 
 

• Your Invite then displays details in the main text pane informing participants what other 
methods they may use to attend the meeting if unable to attend from one of the selected 
locations: 
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https://www.ulster.ac.uk/__data/assets/pdf_file/0020/1136810/Adding-Room-Calendars-into-Your-Outlook.pdf
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o Teams web app – The "Click here to join the 
meeting" link allows users to connect from 
their own device if they have use of a 
webcam and microphone. 

 
 

o External organisations can connect with 
their hardware/software video conference 
platform by dialling a unique "dial-string". 
That “dial-string” is made up of the Video 
Conference ID combined with the UU 
Specific Address. See Appendix A below for 
more details on the “dial-string”. 

 

Note - When externals have been invited to a meeting, we advise running a test with them several 
days before the actual event. Any problems encountered can then be rectified before the meeting 
proper. 

 
 

• Add any meeting notes or attachments to the calendar entry as normal and click the ‘Send’ 
button. 

 
• Check your Inbox to ensure you receive 

Acceptances from the video conference 
rooms you selected. 



Appendix A - Creating the "dial-in string" to join from an external unit 
External attendees with a video-conferencing endpoint can join by using a "dial-in string". This is 
created from two items in the Teams Meeting Invite: 

• the UU specific address 
• the Conference ID. 

Those two items are found in the Invite here: 
 

 

 
To create the dial string: 

• Take the UU specific address: 903776206@ulster.ac.uk 
• Then add before the @: 

o a full-stop 
o and then the conference id - with any spaces in it removed 

 

Worked Example: 
Therefore, using these Invite details: 

 

We do the following: 

• Take the UU specific address - 903776206@ulster.ac.uk. 
• Add before the @: 

o a full-stop 
o then the Conference ID - 121 601 973 7 
o with spaces removed - 1216019737 

• to get the final dial-string: 
903776206.1216019737@ulster.ac.uk 
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