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Steps to Create a Meeting 

1. Open Microsoft Teams  

2. Click on the Calendar tab 

3.  Select “New Meeting” 

4. Enter a clear and specific meeting title 

5.  Choose the appropriate date and time  

6. Add participants by entering their email 

addresses 

7. Include a brief description if needed  

8. Attach relevant files or documents  

9. Review all meeting details carefully  

10. Click “Send” to notify all participants  

 

 

Microsoft Teams is a communication and 
collaboration platform used by businesses, 
universities, and organisations worldwide. It 

allows users to organise online meetings, share 
files, exchange messages, and collaborate in real 

time.  

Scheduling meetings in Microsoft Teams helps 
teams stay organised, connected, and 

productive. This poster explains the essential 
steps required to create a meeting efficiently. 

Introduction 

How to Create a Microsoft Teams Meeting 


