How to Create a Webinar in Microsoft Teams

Scheduling a Webinar

Step 1: Within MS Teams, click on the Calendar tab on the left side of the screen. Then click on
the downward arrow next to New Meeting and select Webinar
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Step 2: Choose the settings for your meeting, such as title, required presenters, start and end
time, location (if applicable), and any details necessary. Once you have finalized the details of
your webinar, click Send.

New webinar Details Scheduling Assistant

Time zone: (UTC-05:00) Eastern Time (US 8 Canada) “ Response options v Require registration: For everyone

Want your attendees to register for this webinar?

Send them the link to the registration form. You can customize the form first to best suit your meeting. View registration form

Add title

Add required presenters

X

Optional:  Add optional presenters
. 2021-09-09 230pm. ~ —» 2021-09-09 300 p.m. 30m @  Alday
@ Add location

= B 7 U S|V A& s Pmgmhv A | = =19 e

i
]
5

[

Type details for this new meeting



