
How to Create a Microsoft
Teams Meeting

Step 1: Open Microsoft Teams
Open the Microsoft Teams application on your computer or mobile
device. Make sure you are signed in with your university or work
account.

Step 2: Go to the Calendar
On the left-hand menu, select the **Calendar** tab. This will show you
your weekly schedule.

Step 3: Click 'New Meeting'
In the top-right corner, click on **New Meeting**. A new meeting
window will appear.

Step 4: Add Meeting Details
Enter the meeting title, date, time, and any participants you want to
invite. You can also add a description or agenda.

Step 5: Send the Invitation
When everything is filled out, select **Send**. All invited participants
will receive the meeting link automatically.

Step 6: Join the Meeting
When it's time, go back to Calendar and click **Join**. You can choose
your camera and microphone settings before entering.




