
How to Create a Microsoft Teams Meeting

Before You Start
• Internet connection
• Microsoft account
• Teams installed

Steps
1. Open Microsoft Teams
2. Go to Calendar
3. Click “New Meeting”
4. Add title
5. Set date & time
6. Add participants
7. Add description
8. Click Send

Process Flow
Open Teams → Calendar → New Meeting → Fill Details
→ Send

Top Tips
• Join early
• Test microphone
• Mute when not speaking
• Share files in chat

Why Use Teams?
• Scheduling
• Collaboration
• File sharing
• Remote meetings


