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Dr. Kazeem OseniCreating a Microsoft Teams meeting is a quick and easy way to 

connect with classmates, colleagues, or teachers online. Follow 
these simple steps to schedule a meeting, invite participants, and 
make sure everything is ready to go.

Creating a Teams meeting is simple once you know 
where to click. By following these steps, you can 
quickly set up online meetings, stay organized, and 
connect with others anytime.

Step 1: 
- Open the Teams app or go to teams.microsoft.com

- Sign in with your account

- Click on calendar on the left-hand menu

Step 2:
- Select new meeting in the top-right corner

- A form should appear where you can enter details

- Fill out the meeting details ( add a title, date and time, 

add participants and select ’Online meeting’.

Step 3:
- Click save and that will send your invite 

automatically 

- The meeting will then appear in your 

calendar

 

References:
 - “Schedule a meeting in Microsoft Teams” — Microsoft 

Support
-“Get started with the new calendar in Microsoft Teams” — 
Microsoft Support. 

- “How to set up a meeting in Microsoft Teams (desktop)” — 
HowToGeek guide
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