
Option 1 (Desktop) 

1. Open Outlook and navigate to your 
Calendar. 

2. Click New Meeting (or New Event if using 
Outlook Web). 

3. Choose Teams Meeting from the toolbar — 
this will automatically insert the Teams 
meeting link. 

4. Fill in the meeting details: 
• Attendees: Enter names or email 
addresses 
• Date & Time 
• Title and any notes or agenda 

5. Select Send — Outlook will automatically 
send the invitations with the Teams link 
included.  

 

Option 2: Mobile or App Setup 

1. Open the Teams app and 
tap the Calendar icon on 
the left-hand panel. 

2. Select New Meeting in the 
top-right corner. 

3. Enter your meeting 
details: 

o Title 
o Participants 
o Date & Time 
o Location or Channel 

(optional) 
o Description / 

Agenda (optional) 
4. Tap Send — the meeting 

will appear in everyone’s 
Teams and Outlook 
calendars. 

 

Helpful Tips 

• Add an agenda and attachments before 
sending the invite. 

• Use the Scheduling Assistant to 
prevent time conflicts. 

• For repeating meetings, choose Repeat 
before sending. 

• Test your audio and video settings 
ahead of the meeting start time. 

 

  

STUGGLING ON HOW TO 


