
HOW TO CREATE A TEAMS 
MEETING

Step 1: Open Microsoft Teams

• Open the Teams app on your 

device or you can go on 

teams.microsoft.com 

• Sign in using your work, school or 

personal Microsoft account.

Step 2:  Schedule a 

meeting

• In the left side bar 

click on “Calendar”

Step 3: Send an 

invitation

• Select  “new” at the 

top right

Step 4:

• Enter the 

meeting title, 

time, date 

and add 

participants.

• After click 

save.
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