How to Create a New Microsoft Teams Meeting

Your colorful guide to scheduling meetings like a pro!

1. Open Microsoft Teams

Launch the Microsoft Teams app or open it in your browser. Make sure you're signed into the correct
account!

2. Go to the Calendar

Click the Calendar icon on the left sidebar to view your schedule.

3. Schedule a Meeting
Click “New Meeting” in the top-right corner to begin creating your meeting.

4. Fill In the Details

Add your Title, set the Date & Time, and invite attendees using their email addresses. You may add a
location, description, or recurrence pattern.

5. Send the Invite

Click “Send” to finalize. Attendees will automatically receive the meeting link.



