Purpose: Microsoft Teams allows
employees to comunicate online using
video , audio and screen sharing.lt is
effective to communicate
remotel¥.Participants are able to receive
information from anywhete they are , at a
scheduled covinient time that would suit

everyone.

STEP 1

Open Microsoft Teams on a
device such as a phone or

laptop , and sign in using
your work or personal
account.

STEP 4

STEP 5 STEP 6
Check all attendees are Press ‘ Send’ in order to

available to join at that time schedule the meeting.The

and that it allgr_is with tr.reir participants should receive a
schedule, making sure it calendar invitation and an

does _“Ot clash with other email containing the meeting
appoinments link.




