
1. Open the Microsoft Teams app
(the desktop app or the web
version).

2. Click the “Calendar” icon on the
left side of the screen.

This shows all your upcoming
events and meetings.

3. Click “New meeting” (top
right)

4. Add your meeting information:
Title: e.g., “Group Project
Meeting”
Date & Time
Attendees: add emails OR
leave blank and share the link
later
Optional: Write notes or add
files

 
5. Click “Save”

Teams will create the meeting and
send invitations automatically.

Your meeting will now appear on
the calendar.

How to create a new

Teams meeting


