
How to create a new Teams 
meeting in 4 steps

by Ziyneb Hasan

1. Open the app: Open Microsoft Teams and click Calendar on the 
left side.

2. Start a new meeting: Click + New meeting in the top right corner.

3. Add the details: Type a meeting title, add the people you want to 
invite (inside or outside your company), and choose the date and time.

CLICK!

4. Send the invite: Click Send. The meeting link will be added 
automatically.

CLICK!
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