
1. OPEN MICROSOFT
TEAMS

HOW TO CREATE A
NEW TEAMS MEETING 

2. CLICK NEW MEETING ( USUALLY FOUND AT
THE TOP RIGHT OF THE CALENDAR

3. ADD MEETING DETAILS
TITLE
DATE AND TIME
PARTICIPANTS 

4. CHOOSE MEETING TYPE 
ONLINE TEAMS MEETING (DEFAULT)
IN PERSON OPTIONAL

5. SEND INVITATION 
CLICK SAVE TO SEND INVITES AND CREATE THE MEETING

LINK AUTOMATICALLY

ION ALEXANDRU ZIDARU
ID: 2512857


