
To create a new team
meating in microsoft

teams. First go in your
hwb press the microsoft

team icon and log in.

In your teams app
navigate to the calender
tab on the left, click “+  

New meeting” in the top
right, fill in the title

invitees, date and time,
then click send.

You can
comunicate
with team

memmbers

You can
reach any of

your team
members

You can video
chat any of
your team

memmbers

You can screen
share with your

team m
emmbers

You can use
many time of

features in your
team meeting

You can save al
your messages

and replys from
team members

You can access meating from anywhere and can be used on any desktop

You can record your meeting ao team members who miss it can watch later, you can share files and documents instantly during the meeting. You can schedule
recurring meetings for weekly projects. You can mute parricipants to reduceany unwanted background noise.. you can also use chat features to ask and

answer your  questions without interupting the speaker . teams make colabarations simple and organised.


