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MICROSOFT TEAMS MEETING

Quick steps to schedule and invite colleagues

We are the NHS

We are compassionate
and inclusive

We are one team
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Need to schedule an online meeting?

Follow these easy steps to create a new Microsoft Teams meeting
so you can connect and collaborate with your team.

OPEN
MICROSOFT TEAMS

Open Microsoft Teams on your
NHS computer or sign in via
your web browser.

SELECT
CALENDAR

A Activity
8 chat

38} Teams

Click on
Calendar
from the
left-hand
navigation
menu.
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On the Calendar page,

click the “New meeting”
button at the top right.

ENTER MEETING
DETAILS

Add a title for

your meeting

Choose the
date and time

Add attendees
(required or optional)
Add a location
(if needed)
Fill in all the important
information for your meeting.
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ADD MEETING
DETAILS OR AGENDA

Agenda:
« Patient updates

« Service improvements
« Any other business
[

Add a description, agenda, or
any important information for
attendees to review.
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CLICK SEND
TO INVITE EVERYONE
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Review your meeting details,
then click “Send” to invite
attendees. You're all set!

TIPS FOR A SUCCESSFUL MEETING

Double-check
the date and
time.

agenda so

on track.

Include a clear

everyone stays

Attach files
before sending @M necessary
if required. attendees.
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Meetings you create will
appear in your Calendar,
and attendees will receive
an invitation.

Thank you for working together
to deliver the best care for our patients.
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