Introduction:

Microsoft Teams is a useful tool for online
communication. It allows people to meet, talk, and work
together from anywhere. Knowing how to create a
Teams meeting is important for organizing classes, work
sessions, or group activities. This guide shows the basic
steps to schedule a new meeting quickly and easily.

|. Open Microsoft Teams
Go to the desktop app or the
web version and sign in with

your account.

HOW TO CREATE A NEW TEAMS MEETING

4. Add meeting details
Type a title, choose a date and
time, and add participants.

5. Add a location or
channel (optional) If it's for a
team, select a channel;
otherwise, leave it blank.

2. Go to the Calendar
Click on the "Calendar" icon
on the left side of the Teams

window.

3. Click "New meeting"

Select "New meeting" at the

top-right corner to open the
meeting form.
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Conclusion:

Creating a Teams meeting is easy and can be done from
Teams or Outlook. By following these steps, anyone
can set up an online meeting and share the link with
others. Teams makes it simple to connect, collaborate,
and stay organized, no matter where you are.
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