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Teams Meeting

Tips for a Successful Meeting
. Test your microphone and camera before joining.
e Use background blur to keep your surroundings private.
e Stay muted when not speaking to avoid background noise.
. Be on time and keep discussions focused

2 Go to Calendar Section| 3,

Click the Calendar icon on the
left side of the screen
This is where you can view
upcoming meetings and plan
new ones.

4 Add Meeting Details

Enter a clear meeting title (for example, “Team Project
Discussion”).

Choose the date and time that works for everyone.
Optionally, include a short description or meeting agenda.

Reference for pictures: https://www.bing.com/images/search?
g=teans&form=HDRSC3&first=1.
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