
How to create a
Microsoft Teams
Meeting 
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Click New Meeting in the top
right corner 

Open Microsoft Teams and navigate to
the Calendar tab on the left hand side, 

In the new window, add a Title
for the Meeting 

In the Add Required Attendees
field, type the names or email

addresses of the people you want to
invite 

Select the Date and set the Start
and End times for the meeting 
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(Optional) Add a Channel to
notify all members of that

channel 

(Optional) Add meeting details, a
description, or a physical location

if needed. 

Click Send to schedule the meeting. The meeting
will now appear in your Teams and Outlook

calendars, and attendees will receive an
invitation 
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