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HOW TO CREATE A NEW
MICROSOFT TEAMS MEETING

A quick guide to help you stay connected and organized.

@ OPEN MICROSOFT TEAMS

a Click the Calendar icon on the left side of Teams
to open your calendar view and see your schedule.

SELECT “NEW MEETING”
@ Click New Meeting (top-right).

A form appears for meeting details.

l FILL IN YOUR DETAILS

/ @ Title: Give your meeting a clear, meaningful name.
Attendees: Add names or email addresses

(or invite a channel).

@ Date & Time: Select start and end times
(check time zones).
Location: Choose Microsoft Teams Meeting —
the link is added automatically.

Description: Add agenda, notes, or attachments

9 SEND THE INVITE

ﬁ @ Review details and click Send. The event is added
to the calendar and attendees receive the Teams li.

Pro Tips

» Use Repeat for recurring meetings

o Attach files in the meeting invite for easy access
+ Use the Scheduling Assistant to avoid conflicts




