
Thank you for your hard working!

06 Add any other details, such as a physical location
or meeting notes, in the description box.

05

04
Add attendees by typing their names or email
addresses. You can also add a channel if you

want all its members to be invited.

03

02

01

Add a title for your meeting.

Set the date and time for the meeting. You can
also make it an all-day event or set it to repeat.

How to create a teams meeting

Open Teams and navigate to the Calendar
icon in the left-hand menu

Click + New meeting in the top-right corner.

07 Click Send to schedule the meeting and send
the invitation to all participants. 

Create easily a meeting on Teams by
following the next steps


