
There are two locations where you can create a meeting, using the Teams built in 
calendar or using your Outlook calendar.

IN TEAMS APP (downloaded on to your device)
Click on the Calendar icon.  You will have an option to choose Meet Now or Add a 
New Meeting

MEET NOW OPTION
If you choose Meet Now you 
can change the meeting 
name, set your camera and 
audio settings before the 
meeting starts. Once you 
have made your desired 
settings, click Join Now and 
you will be in a meeting with 
yourself.

On the right sidebar you can 
now invite people to join 
your meeting. You can 
continue to add people at 
anytime during meeting.

Note: you can only invite 
individuals, not Teams or 
Groups.
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ADD A NEW MEETING OPTION

Here is how you can configure your meeting:
1. Give the meeting a title
2. Invite individuals to the meeting. Note your can click on the Optional button to 

categorize the people you invite to your meeting into Required and Optional.  You 
can even invite people outside the organization by entering their email address.

3. You can click on Add Channel to invite an entire Team or a sub-group within a Team
as long as they have their own Channel within a Team.

4. You then need to set the time and duration of the meeting. You click on the 
Scheduling assistant at the top of the window you can see the schedule of 
everyone you invited and adjust your meeting time if there is a conflict.

5. In the bottom blank area you can add a brief description of the meeting so 
everyone knows the purpose and can prepare.

6. Once your meeting is setup then click on send to invite everyone to your meeting.

For more information please view
Microsoft’s  ‘Join a Teams Meeting’ video
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Click on the add New 
Meeting button and 
you will see this screen:

https://support.office.com/en-us/article/join-a-teams-meeting-078e9868-f1aa-4414-8bb9-ee88e9236ee4
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IN OUTLOOK CALENDAR
Go to the lower left corner of the Outlook screen and switch to calendar view.  
In the top menu bar click on Meeting.  

Here is how you can configure your meeting:
1. In the top menu click on Teams meeting.  The Request Responses button is on by 

default.  This will generate an email to you every time sometime responds to your 
meeting request.  You may want to turn this off, especially for larger groups.

2. Give your meeting a subject.  This is the name it will have in the calendar.
3. Invite attendees by entering their names.  Note that you can invite Groups here as 

well.
4. Click on the Scheduling button to check for conflicts.  Click on the Appointment 

icon to return to the previous screen.
5. In the bottom blank area you can add a brief description of the meeting so 

everyone knows the purpose and can prepare.
6. Once your meeting is setup then click on send to invite everyone to your 

meeting.
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