
How to create a new Teams meeting

• Launch the Microsoft 
Teams app

• Sign in with your 
account credentials

• On the left sidebar, 
select 'Calendar'

• This view shows your 
schedule and 
upcoming meetings

• In the top-right 
corner, choose 'New'

• Alternatively, select a 
time slot directly in 
the calendar

• Add a meeting title
• Invite participants

• Choose date and time
• Add a description if 

needed
• Click 'Save' to finalize 

the meeting
• Participants will 

receive an email with 
the meeting link
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