How to Create a New Microsoft Teams Meeting

Microsoft Teams is a key communication and collaboration tool used across workplaces and universities. It enables users to host online meetings, share documents, and communicate in real time, supporting both remote and hybrid work models (Microsoft, 2024). Understanding how to schedule a Teams meeting ensures smooth coordination and effective teamwork (University of Leeds, 2023).

■ Step-by-Step Guide.         

	Step 1 – Open Microsoft Teams: Launch the app or open it via Office.com using your organisational account (Microsoft, 2024).

	Step 2 – Go to the Calendar: Select 'Calendar' from the menu to view upcoming meetings and available slots (University of Leeds, 2023).

	Step 3 – Schedule a Meeting: Click 'New Meeting' and add the title, date, time, and participants (Microsoft, 2024).

	Step 4 – Add a Description: Include an agenda or objectives to guide the meeting (University of Leeds, 2023).

	Step 5 – Send the Invitation: Click 'Send' to distribute the meeting link via Outlook (Microsoft, 2024).

	Step 6 – Join the Meeting: Select 'Join' from your calendar and check your microphone and camera settings (University of Leeds, 2023).


[image: ]■ Tips for success

Use Meeting Options to manage permissions and presenters (Microsoft, 2024).
Turn on background blur for a professional look.
Mute when not speaking to reduce noise.
Record sessions (with consent) for those who cannot attend (University of Leeds, 2023).



■ References
Microsoft (2024) Schedule a meeting in Microsoft Teams. Available at: https://support.microsoft.com/teams (Accessed: 26 October 2025).
University of Leeds (2023) Microsoft Teams: Scheduling meetings and best practice. Leeds IT Services.
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