
HOW TO CREATE A NEW MEETING IN MICROSOFT 
TEAMS

1.Open teams

Go to the Calendar tab on the left 

side 

2.Create a meeting

Click New meeting at the top right.

3.Add Details

Type a title, pick the 
date and time, and 
add participants.

4.Send invite

Click Send to share the 
meeting link.

Tip box:

• Use "Repeat" for weekly meetings.

• Join 5 minutes early to test your mic and camera.
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