
HOW TO CREATE A 
MICROSOFT TEAMS 

MEETING
Microsoft Teams allows users to schedule and join 

online meetings for communication and collaboration.

Open the Microsoft Teams 
application and sign in to 
your account.

Click on the "Calendar" icon 
on the left-hand side menu.

Add a meeting title, date, 
time, and invite 
participants.

Click "Send" to schedule 
the meeting and notify 
participants.

Select the "New Meeting" 
button at the top right of the 
screen.

Include extra information or 
attach files if needed.

Step 1: Open Microsoft Teams

Step 2: Go to Calendar

Step 3: Click New Meeting

Step 4: Enter Meeting Details

Step 5: Add Description

Step 6: Send Invitation

• Check the date and time 
carefully  
• Use clear meeting titles  
• Invite the correct people  
• Add a short description

Calendar

NEW 
MEETING

Title: Team Project 
Meeting

Date: 12 March 2026
Time: 10:00 AM

Participants: 
example@email.com

HELPFUL TIPS
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