
How to create a
Teams meeting?

STEP 1 
Open Microsoft Teams on a
device such as a phone or
laptop , and sign in using
your work or personal
account.

STEP 2 
Select the ‘Calendar’ icon
on the left hand navigation
panel.The calendar shows
any scheduled meeting
you may have and
availabiliity.

STEP 3 

Click ‘New Meeting’ in the
top right corner in order to
create a new meeting.

STEP 4 
Enter the meeting details such as
a title  , date and time.A
description may also be added to
add details about the meeting and
any notes.

STEP 5 
Check all attendees are
available to join at that time
and that it aligns with their
schedule, making sure it
does not clash with  other
appoinments

STEP 6 
Press ‘ Send’ in order to
schedule the meeting.The
participants should receive a
calendar invitation and an
email containing the meeting
link.

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