
HOW TO CREATE A TEAMS
MEETING

Make sure 

your 

internet 

connection, 

microphone 

and 

camera 

are 

working

Open Microsoft Teams app. Make sure you are signed in (with 

your organisational or Microsoft account) In Teams, open the Calendar (left 

sidebar) and click New Meeting.

In Outlook, click New Teams Meeting

Enter meeting 

details 

(subject, 

attendees, 

date and 

time, location)

If you want to check when 

attendees are available, 

click Scheduling Assistant

Click Save. Well 

done, you have 

now invited the 

participants to 

join the meeting

If you are using Outlook, open 

Outlook and go your Calendar, then 

click New Teams Meeting

Join the 

meeting at the 

scheduled time 

via the link in 

your calendar 

or email 

invitation ☺
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