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G O  T O  T H E  C A L E N D A R
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E N T E R  M E E T I N G  D E T A I L S

S E N D  T H E  M E E T I N G  I N V I T E

-Launch the Microsoft Teams app or open Teams in your browser.
-Sign in using your school or workplace account.

-Click on the Calendar icon on the left side of the screen.
-This will show your scheduled events and meetings.

-Click “New Meeting”.
-A meeting setup window will appear.

-Add a meeting title.
-Choose the date and start/end time.
-Add required attendees by typing their email addresses.
-Optionally, write a description or meeting instructions.

-Click “Save” or “Send”.
-All invited participants will receive an email with a Teams
meeting link.

A TEAMS MEETING
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