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NO. GUIDANCE FOR HOSTING  Date 

CONTROLLED-CONTENT  PUBLIC 
MEETING ACROSS MULTIPLE 

PLATFORMS. 

1.0 Purpose
This guidance provides comprehensive guidelines for hosting secure and controlled-content 
public meetings on Microsoft Teams, Google Meet, Zoom and Webex. It includes step-by-step 
instructions to restrict public attendance and control participant permissions, focusing on 
limiting screen sharing and microphone usage. 

2.0 Scope
This guidance is intended for all state agencies and departments hosting public meetings on 
Microsoft Teams, Google Meet, and Zoom, with an emphasis on maintaining consistent 
security and effective participant management. 
Please note that Microsoft Teams is the only enterprise-supported platform by the 
state. The other platforms mentioned—Google Meet, Webex, and Zoom—are included 
as recommendations for use by organizations, boards, committees, etc., that fall 
outside the scope of the state’s enterprise-supported offerings. 

3.0 Guidance 
Set up controlled-content meeting with specific people in Teams (State’s Enterprise-
supported Platform) 

"Calendar" 
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2 Start with a drop down on New Meeting. 

3 Click "Controlled-content meeting" 
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     6 Click "Who can Present" 
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11 Click "Save" 
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Set up controlled-content meeting with specific people in Google Meets 

10 

https://meet.google.com/landing?pli=1


          

 

 

 
    

 
      

2 Click "New meeting" 

3 Click "Schedule in Google Calendar" 
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6 Click "settings" 
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   11 Click Guests. 
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   13 Click "Save" 
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16 Click save. 
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Set up controlled-content meeting with specific people in Zoom 

1 Click Schedule. 
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5 Click here. 

6 Click "Show" 
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7 Click here. 

8 Click here. 
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9 Select United States Click "Save" 

Click "Save" on the bottom 
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   11 Click "Settings" 
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12 Click "Meeting" 
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   27 Click "Save" 
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30 Click "Save" 

31 Disable Annotations 
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32 Disable Whiteboard 

33 Disable Remote Control 
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34 Enable Slide Control 
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36 Enable "Full transcript" 

37 Click "Enable" 
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   39 Click "Save" 
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   41 Require CAPTCHA 
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42 Click "Save" 
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Set up controlled-content meeting with specific people in Webex 
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6 Click "Schedule options." 
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10 Disable "Share content" 
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12 Click "ok" 

13 Click "back." 
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