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The graphic outlines three simple steps for creating a meeting in Microsoft Teams.
 First, click the calendar icon on the left side of the Microsoft Teams app.  You may view all of your meetings here and schedule new ones.
 Second, locate the "New Meeting" icon and click it.  The title, date, time, and people you wish to invite are all written here.  To ensure that everyone is aware of the meeting's date and purpose, this step is crucial.
 Third, save the meeting and send invites to the individuals you added by clicking the "Send" option.  A notification to attend the meeting will be sent to them.  You can attend the meeting directly from the calendar when it's time.
People may rapidly learn how to utilise Teams for meetings with the aid of this simple-to-understand poster.  Even those who are not extremely tech-savvy can benefit from it because it covers only the essential topics and is written in plain language.  By using this poster at work, employees may organise meetings on their own, which improves productivity.  This poster explains how to utilise Microsoft Teams, a useful tool for online communication and collaboration.
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HOW TO "
CREATE A TEAM MEETT

OPEN MICROSOFT TEAMS
AND GO TO CALENDAR
OPEN MICROSOFT TEAMS AND
CLICK THE CALENDAR ICON ON
THE LEFT.

CLICK “NEW MEETING"

PRESS “NEW MEETING” AND
ENTER YOUR MEETING DETAILS
(TITLE, DATE, TIME...)

SEND THE INVITATION

CLICK “SEND” TO INVITE
ARTICIPANTS. JOIN THE MEETING
LATER FROM YOUR CALENDAR.





