Microsoft Teams Start Meeting and Background Change

For a quick review of Microsoft Teams, please visit https://support.microsoft.com/en-
us/office/welcome-to-microsoft-teams-b98d533f-118e-4bae-bf44-

3df2470c2b12?wt.mc_id=otc _microsoft team

1. This is a quick reference guide to help you with the Microsoft Teams — how to start a
meeting and how to change your access to the Microsoft Teams App. For this guide, you

must have the Teams app installed. If you do not have that installed, refer to our Teams
Download and Installation guide.

< @ & osoft.com,

R Lo @
BE® Microsoft | Support Microsott 365 Office W i1 Xt Deal Buy M ft 365 All Microsof F=T-
Office support Products Devices What' w Install Offic Account t & billing Templates More support

Microsof t Teams vid leo training / In tro to Microsof t Teams Welcome to Microsof t Teams
Welcome to M =

Microsoft Teams
Welcome
to Teams

2. Open your Teams app and navigate to the Calendar tab. From here, select New Meeting
to open a window, as seen in the next step.
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3. In this window, you can name the meeting, invite participants, schedule the meeting,

enable a timed repeat for the meeting, add a specific Team from the Teams tab, add a
location, and add a description of the meeting.

= Add title
=5 Add required attendees + Optio
4 MNowv 13, 2020 10:00 AM  ~
Nowv 13, 2020 10:30 AM  ~ 30m @ All day
(] Does not repeat ~
= Add channe
@ Add location
= B 7 v = = A aA Paragraph ~ T, | <= »= =

Type details for this new meeting


https://support.microsoft.com/en-us/office/welcome-to-microsoft-teams-b98d533f-118e-4bae-bf44-3df2470c2b12?wt.mc_id=otc_microsoft_team
https://support.microsoft.com/en-us/office/welcome-to-microsoft-teams-b98d533f-118e-4bae-bf44-3df2470c2b12?wt.mc_id=otc_microsoft_team
https://support.microsoft.com/en-us/office/welcome-to-microsoft-teams-b98d533f-118e-4bae-bf44-3df2470c2b12?wt.mc_id=otc_microsoft_team

4. From there, click the meeting that you have created, which will appear on the calendar,
and click Join. You can double-click the same space on the calendar to edit the meeting
information.

Nov 13, 2020 11:00 AM - 11:30 AM

=] Chat with participant
o I

|

|

5. From inside the meeting, click the three dots on the middle bar — to have all options
appear in this menu, you must have a camera enabled on your computer.

6. From there, you can change your background if you wish. Once the meeting is over, click
the red “hang up” button, and you are finished.
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