HOW TO CREATE A NEW TEAMS MEETING

Step 1.

o ek you orgarize yous e und work, chat and cal with
yone, and access your fles secursl.

Microsoft Teams Login Sign into your Team account

(you can do it online if you do not have an app).

Step 2
Select an account

(if you do not see your email address press + to use another
account).

Step 3

Go to a calender.

Step 4
Select the date for meeting

Right click and select new event.

| | Step 5

Set up your meeting, add title and make sure it” s teams
meeting, select people to invite.

Step 6

Set up time, you can select different time zone if meeting in
another country.

Step 7

You can add notes to give more information about meeting.

! Final step.

Click send, meeting set up and visible on your calender.You can
add notes to give more information about meeting.




