
2.Go to calendar ( 
click on the 

calendar icon from 
the left-hand menu 

6.Save your 
meeting 

(click save 
to schedule 

it)

5.Invite 
participants ( 

enter names or 
email addresses 

of the people 
you want to join

3.Click “new 
meeting” select new 

meeting at the top 
right corner 

1.Open teams  
(launch Microsoft 

teams  on your 
computer 

4.Add details
Meeting  title
Date and time

Attendees
description

How to create a  Teams meeting

Your meeting link: 
https//.Microsoft.com/I/meetup-join/…
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