
STEP 03

STEP 04

Enter the following information: 
Meeting title (it is a good idea to
make sure the meeting title is
clear on what the meeting will be
about)
Required attendees (the people
you want to join the meeting)
The date & time of the meeting
The location of the meeting or if it
will be held online

Pressing send will then
send an invite to all
required attendees that
you entered in the
previous step.

HOW TO CREATE A NEW TEAM’S
MEETING 

STEP 01
Start the app, then login
if you have not already

on the left hand menu
click calender, then on
the top right click the
new meeting button

STEP 02

USING A LAPTOP OR COMPUTER

Make sure ‘’add online
meeting” is enabled 

if all steps are followed
correctly you will be able to
schedule a microsoft teams
meeting and make sure all
the other participants have
the correct information for
the meeting

Using a laptop or computer to
create a meeting offers
additional feautures and
access to a larger screen which
helps with managing guests,
although it is quicker to use a
mobile the options are not as
advanced, however using a
mobile to schedule meetings is
good for when you dont have
access to your laptop or
computer.
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