
Microsoft 
Teams
Microsoft Teams is a
communication and
collaboration platform that
allows individuals and
organizations to chat, hold
video meetings, share files,
and work together in real
time.the benefits of joining a
online meeting instead of a
“face to face” ‘meeting would
be time saving and “freedom”
allowing the participants to
join from the comfort of their
homes
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How to Create a New Meeting in Microsoft
Teams

1. Open Microsoft Teams – Launch the app
on your computer or access it via the

web at teams.microsoft.com.
2. Go to the Calendar – On the left-hand

sidebar, click on the Calendar icon to
view your schedule.

3. Click “New Meeting” – In the top-right
corner, select New Meeting.

4. Enter Meeting Details – Add a meeting
title, select participants, choose the

date and time, and include any relevant
notes or a meeting agenda.

5. Add a Channel or Location (optional) –
You can host the meeting in a specific

Teams channel (to make it visible to all
members) or add a physical location if

it’s hybrid.
6. Send the Invitation – Click Send to

schedule the meeting. Participants will
receive an invitation with a link to join.

https://teams.microsoft.com/

