
How to create a Teams Meeting
1. Open Microsoft Teams
Launch the app or go to the web 
version and sign in to your account.

3. Click “New Meeting”
At the top right, select “New Meeting” 
(or “+ New Meeting”).

2. Go to the Calendar
Click on the “Calendar” tab 
(usually on the left-hand side).

4. Add Meeting Details Fill in: 
Title (meeting name)
Date & time
Participants (email addresses)
Optional: add location, description, or attachments

5. Send the Invitation
Click “Send” — your meeting invite will be 
emailed to participants with a join link.

 Tip: You can also click “Meet Now” if you want to start a meeting instantly without scheduling.
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