
     

 HOW TO CREATE A NEW TEAMS MEETING

Open the Microsoft teams app and click on
calendar on the left hand side of the screen.

• STEP ONE

• STEP TWO
At the top right corner of the

calendar click on new meeting.

• STEP THREE
 After that fill in the meeting details such as

attendees, time and date reason for the meeting
and any extra information that might be useful

for the people attending the meeting.

• FINALE STEP
And finally click send and your meeting

should all be set up and all the
attendees will be notified 


