
3. Click “New meeting” 

 

1. Open Microsoft Teams 

2. Go to the “Calendar” section 

How to create a new Teams meeting 

             3. Click “New meeting” 

      4. Fill in the meeting details 

•  

 

5. Check the meeting link 

6. Click “Send” 

• Use the desktop app, mobile 

app, or web version 

 

•  On the left sidebar, click Calendar. 

•  You’ll see all your scheduled 

meetings there. 

 

•  The button is at the top right 

corner.                                                 

•  A new window will open to set up 

your meeting details. 

 

• Title: name of the meeting 

(e.g., “Team Meeting”) 

• Attendees: add the email 

addresses of the people you 

want to invite 

• Date and Time: choose when 

the meeting will start and end 

• Location: leave it as 

Microsoft Teams Meeting 

 

• Teams automatically creates a 

meeting link (e.g., Join 

Microsoft Teams Meeting). 

• You can copy and share this 

link manually if needed. 

 

•  The invitation will be emailed to all 

participants.                                            

•  They can join the meeting at the 

scheduled time by clicking the link. 

https://lthub.ubc.ca/guides/microsoft-teams-instructor-guide/
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