How to Create a Microsoft Teams Meeting 
                                                                                     	    
	Steps to Create a Meeting 
1. Open Micro soft Teams   
2. Click on the Calendar tab 
3. Select “New Meeting” 	 
4. Enter a clear and specific meeting title 
5. Choose the appropriate date and time  
6. Add participants by entering their email addresses 
7. Include a brief description if needed  
8. Attach relevant files or documents  
9. Review all meeting details carefully  
10. Click “Send” to notify all participants  


Introduction 
                         	 
 
 	Microsoft Teams is a communication and  	collaboration platform used by businesses,   	universities, and organisations worldwide. It allows users to organise online meetings, share 
 	files, exchange messages, and collaborate in real  	time.  
 	Scheduling meetings in Microsoft Teams helps  	teams stay organised, connected, and   	productive. This poster explains the essential 
  	steps required to create a meeting efficiently. 
  
[image: ]
	Tttt               	Raisa Moshkovska 2525218 
image20.png




image4.jpg
) ¥ Teams noseuncs Hos

Q

. Calendar ® 6@ Today

= (R 23
MR oo B 6

g5

8

My calendars

© Kanewaspe P

Show all

%

>

W URL: teams.cloud.microsoft. To e npuioxenie, ayuwan 3awmra. ¥anars 6onbuse.

23-27 February, 2026

2 °

’7





image1.jpg
] New Congregation Descition  Panning Asstant

Show as: Busy Category: None

2 _hddaname

& [[Em—— < opne
© oo ® wmo v o zeczame @ sk v 29 Aoy
@ Does not repeat

o e

o Oiine Mesiing. @D

B 7 U S | ¥ & s rasguph v @ o

Bueaure c;

AerR OB 5TM HoROM COBpaI

[ Addan agenda




image2.png




image3.png




image10.jpg
] New Congregation Descition  Panning Asstant

Show as: Busy Category: None

2 _hddaname

& [[Em—— < opne
© oo ® wmo v o zeczame @ sk v 29 Aoy
@ Does not repeat

o e

o Oiine Mesiing. @D

B 7 U S | ¥ & s rasguph v @ o

Bueaure c;

AerR OB 5TM HoROM COBpaI

[ Addan agenda




image30.png




