[image: ]How to create a new teams meeting
[image: ]  step1: Microsoft Teams is a powerful tool for organizing and conducting meetings. This guide will help you set up a meeting in Teams, ensuring a seamless experience for all participants. 
Step2: Begin by launching Microsoft Teams on your computer or mobile device. Ensure you are signed in with your organizational or Microsoft account. 
Step 3: Once in Teams, locate the calendar icon on the sidebar. Click on it to open your calendar view, which will display your scheduled meetings and events. 
Step 4: In the calendar view, click on the "New Meeting" button. This will open a form where you can input the details of your meeting.  
Step 5: Before sending out the invitations, adjust the meeting options to suit your needs. Click on "Meeting Options" to customize the following: 
·         Lobby: Decide who can bypass the lobby and directly join the meeting. 
·         Presenter Role: Assign who can present during the meeting. 
·         Recording: Enable or disable automatic meeting recording. 
Step 6: At the scheduled time, open Teams and click on the meeting link in your calendar or invitation email. Ensure your audio and video settings are configured before joining. 
·         Test Equipment: Ensure your microphone, camera, and internet connection are working properly. 
·         Prepare Agenda: Have a clear agenda and necessary documents ready. 
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