alendar
e left sidebar, click on the Calendar tab. This will show
heduled meetings and events. - =
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op-right corner of the Calendar screen,
e New Meeting button. & e | E— |
Fillin Meeting Details
e Add aTitle for the meeting.
¢ [nvite attendees by typing their names or S
emails in the “Add required attendees” field. T
Setthe date and time for the meeting. R T
~ Optionally, add a location or select
"Microsoft Teams Meeting" for a virtual Ly B ——
meeting.
Save the Meeting
e Click S‘a\’le to send the meeting invitation to all
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attendees. [———
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