HOWTO
SETUPA
TEAMS

MEETING

OPEN MICROSOFT TEAMS

Launch the Teams app on your
computer or go to the web
version.

START A NEW
MEETING

Click on the +New meeting
button (usually located in the
top-right corner)

MEET NOW

ADD MEETING DETAILS
Title _—

Date & Time E
Location (leave as “Microsoft Teams

Meeting)
Description (Any extra information)

ADD PARTICIPANTS

|
_L a | ‘ Type in the names or email

y addresses of the people you want to
invite

CLICK *“SEND">

The meeting invite goes out to all

attendees and appears on everyones
calendar




