Open @ Go to the Start a New
Microsoft . (£, Calendar : Teams
Teams : ; Meeting

Launch the Teams : Select Calendar . Click New
app and sign in from the left- meeting in the
. hand menu top-right corner.

Outioock

Microsoft 365

[‘ Tearna ] Word
Bl e Q

File Home yend / Recewve Fold

o
o
'J: :::3

& 8
¥ : Lo’ | T
* New New New New
o Appointment iMeeting)items Meetng

Nen Team\Vwewer

° °
e [ESS S ‘ e =
° == FE!I-D ] °
Crlandar PY == o _.9 ° =1 i = at t
endar - > ) — Forward Move © -~ ;
° n Bt St 7 Da) S — . [ ] T CQ
e ~ ° = = ;
2 ACA a All day @ ° ‘ . ® =
S Current View Actions - Calendar
° < ° Actions Show
W O 2/10/202? & 3100 ta 2130
v 12/10/2022 2 2100 0 21V [ ° P vou haven ‘t sent this meeting invitation yet.
° ° o y=. 1 —
28 ) Y From om
‘ 10r 8 location ° ° ¥ g T - | ! ey - i TV
: . ) SUBJECT
e D ‘ e | 9 | subje ct | Monthly meeting
0 iy A [J Call bank about checking account o \Dcauon [
b Repeat: Never - Call Joe and borrow ladder . Start time [wWed 1/17/2024 =
v “ 48 1A A . [ J [ ] — ——
7 [] Ta-Da: Fix shinales an raof hefare <n ¢ End time | Wed 1/17/2024 E=

Save and
Send

Add
Meeting
Details

Enter a title, : .
choose the date . agendaornotes : (orSend)to

and time, and add in the create the
any attendees. . description boxif : meeting and send

needed. . invites.

Add Optional
Info

Include an Click Save
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