
Se
le

ct
 

ne
w

 
Te

am
s 

m
ee

tin
g

C
lic

k 
ca

le
nd

ar

Pr
es

s 
se

nd

En
te

r m
ee

tin
g 

tit
le

, 
at

te
nd

ee
s,

 
da

te
s 

&
 ti

m
e 

an
d 

de
ta

ils
 o

r 
ag

en
da

C
re

at
e 

M
ic

ro
so

ft
 

Te
am

s 
m

ee
tin

g

ht
tp

s:
//

w
w

w
.b

in
g.

co
m

/c
k/

a?
!&

&
p=

11
81

18
09

49
56

cd
d6

a9
78

9b
59

16
be

ee
66

4e
c4

bc
b

aa
b5

38
19

8e
80

55
34

55
1f

0b
41

6J
m

ltd
H

M
9M

Tc
2M

D
gz

M
jA

w
M

A&
pt

n=
3&

ve
r=

2&
hs

h=
4&

fc
lid

=1
70

47
fd

f-1
6e

4-
62

17
-1

e8
e-

6b
a9

17
04

63
fc

&
ps

q=
m

ic
ro

so
ft

+t
ea

m
s&

u=
a1

aH
R0

cH
M

6L
y9

0Z
W

Ft
cy

5t
aW

N
yb

3N
vZ

n
Q

uY
29

tL
3Y

yL
z9

sb
T1

kZ
W

Vw
bG

lu
ay

Zj
dW

x0
dX

JlP
W

Vu
LW

di
Jm

N
vd

W
50

cn
k9

Z2
I

St
ep

 b
y 

st
ep

 in
st

ru
ct

io
ns

 o
n 

ho
w

 to
 s

et
 u

p 
M

ic
ro

so
ft

 te
am

s
(1

) F
irs

t y
ou

 n
ee

d 
a 

co
m

pu
te

r o
r l

ap
to

p 
w

ith
 in

te
rn

et
 

co
nn

ec
tio

n 
(2

) g
o 

to
 h

tt
ps

://
w

w
w

.m
ic

ro
so

ft.
co

m
/m

ic
ro

so
ft

-
te

am
s

on
 y

ou
r c

om
pu

te
r, 

an
d 

cl
ic

k 
"d

ow
nl

oa
d 

fo
r d

es
kt

op
"

C
ho

os
e 

yo
ur

 o
pe

ra
tin

g 
sy

st
em

 (w
in

do
w

s 
or

 m
ac

),i
ns

ta
ll 

th
e 

fil
e 

an
d 

si
gn

 in
 u

si
ng

 y
ou

r M
ic

ro
so

ft 
36

5,
 o

n 
m

ob
ile

 d
ev

ic
es

, o
pe

n 
th

e 
ap

p 
st

or
e 

(ip
ho

ne
) o

r g
oo

gl
e 

pl
ay

 s
to

re
 (A

nd
ro

id
), 

se
ar

ch
 fo

r 
"M

ic
ro

so
ft 

Te
am

s,
" a

nd
 ta

p 
"in

st
al

l."
 O

nc
e 

in
st

al
le

d,
 o

pe
n 

th
e 

ap
p 

an
d 

lo
g 

in
 w

ith
 y

ou
r M

ic
ro

so
ft 

cr
ed

en
tia

ls
. (

3)
 d

ow
nl

oa
d 

ou
tlo

ok
 v

is
it 

ht
tp

s:
//

w
w

w
.m

ic
ro

so
ft.

co
m

/m
ic

ro
so

ft
-o

ut
lo

ok
 

an
d 

se
le

ct
 "d

ow
nl

oa
d 

ou
tlo

ok
 fo

r d
es

kt
op

" F
ol

lo
w

 th
e 

in
st

al
la

tio
n 

st
ep

s 
an

d 
si

gn
 in

 w
ith

 y
ou

r e
m

ai
l a

cc
ou

nt
. O

n 
m

ob
ile

, f
in

d 
O

ut
lo

ok
 in

 yo
ur

 d
ev

ic
e'

s 
ap

p 
st

or
e 

an
d 

in
st

al
l i

t. 
Si

gn
 in

 u
si

ng
 th

e 
sa

m
e 

ac
co

un
t y

ou
 u

se
 fo

r T
ea

m
s 

to
 e

ns
ur

e 
bo

th
 a

pp
s 

ar
e 

co
nn

ec
te

d.
 

O
nc

e 
bo

th
 a

pp
s 

ar
e 

se
t u

p,
 y

ou
 c

an
 e

as
ily

 s
ch

ed
ul

e 
a 

Te
am

s 
m

ee
ti

ng
 th

ro
ug

h 
O

ut
lo

ok
. O

pe
n 

ou
tlo

ok
, g

o 
to

 c
al

en
da

r, 
an

d 
cl

ic
k 

"N
ew

 T
ea

m
s 

M
ee

tin
g.

" E
nt

er
 th

e 
m

ee
ti

ng
 ti

tle
, d

at
e 

an
d 

tim
e,

 a
nd

 a
tt

en
de

e'
s 

em
ai

ls
. O

ut
lo

ok
 a

ut
om

at
ic

al
ly

 g
en

er
at

ed
 

a 
Te

am
s 

m
ee

tin
g 

lin
k.

 A
dd

 a
ny

 n
ot

es
 o

r a
ge

nd
a,

 th
en

 c
lic

k 
"s

en
d.

"

Pa
rt

ic
ip

an
ts

 w
ill

 re
ce

iv
e 

th
e 

in
vi

te
 w

ith
 a

 Jo
in

 T
ea

m
s 

M
ee

tin
g 

lin
k.

 W
he

n 
it'

s 
tim

e,
 th

ey
 c

an
 c

lic
k 

 th
e 

lin
k 

fro
m

 O
ut

lo
ok

 o
r 

Te
am

s 
to

 jo
in

. T
hi

s 
in

te
gr

at
io

n 
be

tw
ee

n 
O

ut
lo

ok
 o

r T
ea

m
s 

m
ak

es
 s

ch
ed

ul
in

g 
an

d 
m

an
ag

in
g 

 vi
rtu

al
 m

ee
tin

gs
 q

ui
ck

, 
pr

of
es

si
on

al
, a

nd
 e

ffi
ci

en
t. 

https://www.microsoft.com/microsoft-teams
https://www.microsoft.com/microsoft-teams
https://www.microsoft.com/microsoft-teams
https://
http://www.microsoft.com/microsoft-outlook
http://www.microsoft.com/microsoft-outlook
http://www.microsoft.com/microsoft-outlook

	Slide 1

