
HOW TO CREATE A NEW TEAMS MEETING. 

STEP 1  

-Make sure to have a device (laptop etc) which is connected to the 

internet. 

- Using the play store download  

Microsoft teams. 

STEP 2 

-Use your login in details for your Microsoft account to access your 

teams.  

-Once you have logged on you will see a home page. Click on this 

icon                  on the left. 

 

-make sure to then click on schedule a meeting to decide when to 

create a meeting 

 

STEP 3 

 

 

 

Once you have clicked on the link a page will appear like the one 

below where you must enter all the details about your meeting.  

- You can select if the meeting will be scheduled weekly or 

fortnightly etc. 

- You will need to know the email or name which is saved of 

the individuals you wish to invite and can add. 

STEP 4 

-once you click create, you will 

be able to access a link which 

you can share with other.  
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