Ay

[ INTRODUCTION
,_Jf// HELLO MY NAME IS REISS CALLENDER
AND I 6OING TO SHOW YOU HOW TO (WAKE A
TEAMS MEETING

Open Microsoft leams | Gg To The Calendar
.once promted Lounch the teams app | 100k ot the left hand side

on your PL or fac. or go to the weh | oy eniandar where you will
version. down in the link helow Il ] .
find option ohout new meetings

Lick New Meeting Fill in the Meeting
On the top right torner of the d?ta“E )
talendar page they will he an option - Titie of the meeting
to click new meeting. - Dute ]
next steps will he -Start & end time

. Add reguired ottendees
itk save (type there email addresses)

this will automaticly send o
meeting invite to everyone you
hove ndded. The meeting will
uappear on your calendar.

Join the meeting when it starts.
.60 butk the tulendur.

Ltk your meeting & then dick
join.

then you should be ull connected




