
First step :
Launch the Microsoft teams desktop program or use
your browser to access the online interface. Varify

that you are logging in with your insitucioal or
organisation account.

secound step:
open the calendar interface. Choose

Callander form the left hand
navigation panel. An orderly

summary of planned meetings and
future events given in this section.

Click “New Meeting” (usually
in the top right corner). A
scheduling window will

open.

step four
AddMeeting details enter: 

Meeting title,date and time, duration 
location (the link will be added automatically) 

also description and agenda.

fith step:add participants by
typing their name or email. 

sixth step: press send and
teams will automatically

send an eamail with the link
so the participants join.
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