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How to Create a Meeting in Microsoft
Team

v'Open Microsoft Team
v’ Login with your work or business account

v Go to calendar
v Click on the Calendar icon on the left side
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Send instant messages, share files,
and more over chat.

New chat

Stay connected across all your devices

P &o Invite to Teams



v’ Click on the new meeting button
v’ Select New Meetings on the top right side
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v Enter meeting details
v Select time, data, and participants
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Time zone: (UTC-08:00) Pacific Time (US & Canada)
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Type details for this new meeting



v Click save and send

v'Meeting invite will be sent to all participant

Meeting created
Share the meeting invitation with others
Invitation preview:

O invited you to a Microsoft Teams Meeting:

business deal
Saturday, November 22, 2025
1:30 AM - 200 AM (PST)

Meeting link: business deal | Microsoft Teams | Meetup-Join




