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1. Open Teams and select 
Calendar on the left-
hand navigation bar. 
 
 
 
 

2. Click the + New 
meeting button in the 
top right corner. 

 

 

 

 

 

3. Fill in details: Add a title, add 
required attendees, and set the 
date/time.  

 

 

4. Send: Click send to invite 
participant and add it to your 
calendar. 

 

 

 

5. Optional: 

You can add a channel to make 
the meeting visible to a specific 

team. 

 

Conclusion 

The assignment is to show to create a new teams meeting. Microsoft Teams is a centralized digital workspace 
designed to facilitate collaboration and communication within organizations. It combines workplace chat, 
video conferencing, file storage and application integration into one platform to support hybrid work, improve 
productivity and streamline teamwork. 
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