
Step-by-step guide for creating Teams meetings: 

1. After launching Outlook, you will see options in the bottom left corner. This is where you will 

select the calendar icon (second from the left, indicated by the orange box and arrow.) 

 

2. You will then see the selected calendar designated to you. At the top, where the taskbar is 

located, select the Teams Meeting option. 

 



3. It will then open a new window that prompts you for all the information required to schedule 

your Teams Meeting. When complete, your meeting is set, and invitations will go to your 

selected recipients. 

 

 

To re-enable Teams as the default, follow these steps in Outlook:  

1. Right-click the calendar icon at the bottom left, then select “Options.”  

 

 



 

2. Next, in the calendar options, click the check box “Add online meeting to all meetings.” For 

“Meeting Providers,” select “Microsoft Teams” and click “OK.” Microsoft Teams will again be your 

default for online meetings. 

 

 

 


