= Step 1. First open Microsoft teams on your team's app,

@ or browser. G

= Step 2. Then click on the Calendar icon which can be
found on the top left-hand menu.

= Step 3. Now press Select "New Meetings/event" which
- is on the top right-hand menu.

o i
= Step 3. fill in meeting details, for example the :
title/subject of the meeting, the participants/clients

emails which will be attending the meeting, the
date/time, description and location.

= Step 4. Now press the send /save button which can
ﬁ be found on the top left-hand menu.

=

= Step 5. Finally, the meeting will then send invations
and saved in your teams and outlook Calender.
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