
HOW TO
CREATE A NEW TEAMS MEETING

STEPS:

STEP 1:

• Open Microsoft Teams
➢ Launch the app or use web version

➢ SIGN IN with your account

STEP 2:

• Go to the Calendar
➢ Click to calendar icon

➢ View your scheduled meetings

STEP 3:

• Click “New Meeting”
➢ Click  + New Meeting 

         (top right corner)

STEP 4:

• Add Meeting Details
➢ Title

➢ Date and time

➢ Participants

STEP 5:

• Click “Save” or “Send”

➢ Finalize and send invitation
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