
OPEN MICROSOFT TEAMS 

CREATE A MEETING ON
MICROSOFT TEAMS 

GO TO CALENDER 

Open Microsoft teams on your
device (computer or phone) 

On the left side bar, click
CALENDAR 

START A NEW MEETING
Click 'New Meeting' in the top-right
corner or click a time slot.

ENTER  MEETING DETAILS 
Add a meeting title, participants, date &
time, and description.

SEND THE INVITE
Click Send. Participants
receive an email and Teams
notification.

S T A R T  T H E  M E E T I N G
W H E N  I T ' S  T I M E ,  O P E N  T H E
M E E T I N G  L I N K  F R O M  Y O U R
C A L E N D A R .
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