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Enter a title, 
choose the date 
and time, and add 
any attendees.

Open 
Microsoft 
Teams

Launch the Teams

app and sign in

Go to the 
Calendar

Select Calendar

 from the left-

hand menu

Start a New 
Teams 
Meeting

Click New

 meeting in the

 top-right corner.

Add 
Meeting 
Details

.

Add Optional 
Info

Include an

agenda or notes
 
in the

description box if

needed.

Save and 
Send 

Click Save

(or Send) to

create the

meeting and send 

invites.
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