HOW TO CREATE A NEW TEAMS MEETING

Voicemail STEP 1

Go to the Calendar

On the left-hand sidebar, click the
E Calendar icon

Calendar

This opens your Teams calendar view

. STEP 2
e ot | Clck “New Meting

In the top-right corner, click “New meeting”

=] Work week A form will appear where you can enter
meeting details.
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New meeting | Details | Scheduling Assistant “ STEP 3
s:Busy  Category:None  Time zone: (UTC-0600) Gntrl Time (US & Canada) . Response options /- woes Add meeting details and attendees.
Who can bypass the lobby? (D and save.

2 Addtitle
People in my org, trusted orgs, and

& o N guests
‘o Add required attendees + Optiona
Record and transcribe
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STEP 4
Start or Join the Meeting
Text:
When it’s time for the meeting:
Go to the Calendar tab.

Find your meeting.
Click Join to enter.



