
Creating a Meeting using Microsoft Teams 

 

When using the teams app look for the calendar icon on the left hand bar. Click this to open the 

calendar where we will set up a meeting.  

 

 

 

 

 

 

 

 

When in the calendar you will have two meeting options.  

Meet Now lets you create a voice room that you can invite people to as you are waiting.  

The other option is to create a meeting for a set time/ date. Click New Meeting and fill out the 

information, set the date/ time of the meeting and enter invitees to the list.  

 

 

 



In the top right there should be options for Send or Close. Click Send when you are ready to save the 

calendar event and it will notify the invitees with information to connect.  

 

The meeting will be entered into the organizers and invitees calendars.  

 

 

 

If you click on the meeting you can edit the information and the options in the top right will have 

changed to Join and Close. 

 

You will join the meeting and more can join when they click on their invites.  

The controls at the bottom let you turn on/ off camera, microphone, share screen, list more options, 

see the meeting Chat, invite more people and leave the call.  

  



If you need to invite more people click on the invite icon and type their email address to send an 

invite.  

   

If you click on the 3 dots you get more options for the call including useful things like being able to 

block incoming cameras. 

 

To the right of the microphone is the Share button, this is used to share your screen with viewers in 

the meeting. It will bring up a list of options: Desktop will show everything on your desktop including 

when you switch between windows and applications.  

You could also select a specific window to share which will only show what’s on that window. 

 


