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TEAMS DETAILS

Step 1: Open Calendar in Teams
Open Microsoft Teams
Click  Calendar on the left side
Click “New meeting”

Step 2: Fill in meeting details
Now a meeting form will open.
Add Title (meeting name)
Add Attendees (type names or emails)
Set Date & Time
Add Description (optional)
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Step 3: Save / Send invitation
Click Save or Send Step 3: Save / Send invitation
Everyone will receive an invitation link Click Save or Send
The meeting is now created! Everyone will receive an invitation link
Your paragraph text The meeting is now created!

Search or type a command

E New meeting Details  Scheduling Assistant om Close

Time zone: (UTC-05:00) Eastern Time (US & Canada)

2 Example Teams Video Maating

= TU  Test User X + Optional

Apr 15, 2020 330PM v

Apr 15, 2020 400PM ~ 30m @@ All day

Sugqested: No suggestions available,




	🟢 Step 1: Open Calendar in Teams
	🟢 Step 2: Fill in meeting details
	🟢 Step 3: Save / Send invitation
	🟢 Step 3: Save / Send invitation

