[image: ]Microsoft Teams makes it easy to create a new team, which facilitates efficient project, communication, and collaboration management. To properly set up your new team, adhere to these instructions.

Step 1: Launch the Microsoft Teams application and log in using your credentials. To see all of your current teams, choose the Teams tab on the left-hand side.

Step 2: Click Join or create a team at the bottom of the Teams list. Then, to begin creating your new area, choose Create team.

Step 3: You'll be asked how you would like the team to be formed. You have the option of starting from scratch or using an already-existing Microsoft 365 team or group. If you want to start from scratch, choose "From scratch."
Step 4: Select your privacy preferences next. The team can be made public, enabling anybody in your organisation to join, or private, allowing only those invited to join.

Step 5: Name your team and include a description that outlines its goals. "Marketing Team – for campaign planning and creative ideas," for instance.

Step 6: Type people's names or email addresses to add them to your team. Roles like Owner or Member can also be assigned.
Step 7: Once your team is created, customize it by adding channels for different topics, uploading files, and setting up meetings.
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