
A new Microsoft Teams meeting 
can be created by accessing the 

Calendar section within the 
Teams application and initiating 

a meeting entry

Once the meeting form is open , the 
organizer provides essential information 
such as the meeting title date and time 

,participant names and other notes

When these details are confirmed and the 
meeting is saved  

Microsoft teams generates automatically 
a secure meeting link and distributes it to 
all invited participants through calendar 

invitation

Once all necessary preparations have 
been completed , the user may 

navigate to calendar section and 
select the option to start the meeting 

and they can be fully ready to proceed.
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