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Microsoft Teams for Faculty: Scheduling a
Microsoft Teams Meeting

1. Go to teams.microsoft.com
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3. Click on Calendar on the left side of the screen
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4. Click on New meeting at the top right
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5. Set the meeting title and other details.
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6. Add required attendees by typing in their names
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7. Set a start and end date and time
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8. Add any details for the meeting, and attach an agenda if needed.
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9. Click on Send, or Save if no invitees are listed.
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You can go to your Calendar and join the meeting when it’s time.
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