
How To 
Create A 
New Teams 
Meeting 

“tap calendar at the 
far right at the 
bottom”

“press the plus sign at 
the corner of the 
screen”

Fill in the descriptions 
shown such as 
title, participants and 
date and time. 

When you are completely 
finished  “tap done” 

Step 3 

Microsoft Teams is the ultimate messaging app for your organization—a workspace for 
real-time collaboration and communication, meetings, file, and app sharing, and even 
the occasional emoji! All in one place, all in the open, all accessible to everyone.

What Is Microsoft Teams ?

A quick step-by-step guide for 
beginners 

• Can't see the calendar? 
Make sure you’re logged in 

• Can't add participants? 
check spelling of email.

• Meeting not spending? 
Check internet 
(connections)

Why it's useful ?
❖ Remote Learning 
❖ Group projects 
❖ Work meetings 
❖ Screen sharing presentations 

Visit: support.microsoft.com 

Step 1

➢ Make sure notifications are 
turned on

➢ Double-check the date and time
➢ Send the invite early
➢ Test your mic & camera before 

joining

Top Tips :)
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