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Note.  

Voice and video meeting should always be on local machine, running from Citrix or Terminal server would give much 

delay. 

 

  



 

Create Teams meeting from Outlook (Requires Teams is installed)    
Click “New Items” & Meeting 

 

Click the Teams button: 

 

Fill out form as usual: 

 



 

Create Teams meeting from Outlook WebAccess: 

 
(https://outlook.office365.com) 

Click calendar view in the bottom left corner  

 

Click “New event” 

 

Enable “Teams meeting” and fill out form as usual  

 

https://outlook.office365.com/


 

Create Teams meeting from Teams application/online: 
Note. This also applies to teams webapp: https://teams.microsoft.com/ 

Click Calendar tap and click “+ New meeting” 

 

 

Fill out form as usual (No need to mark it as a Teams meeting) and click save.

 

https://teams.microsoft.com/

