
1.
First open the Microsoft Teams
and select Calendar  from the

menu on the left. 

2.
Press new meeting in the 
top-right corner and then

enter a name for the meeting.

4.

Add a short note in the
description - (subject) to inform

participants about the topics
that will be discussed during the

meeting.

Finally select Save to add the
meeting to your calendar and
then share the invite with the

participants.

A NEW TEAMS
MEETING

HOW TO CREATE 

   Select the date intended for the
meeting to be scheduled and add
the start and the duration of the

meeting.

Add people by typing their email or
name into the invite people box

(optional).

3.
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