
         

 

 

1.OPEN TEAMS CALENDAR 2. NEW MEETING 

       Launch Microsoft Teams and navigate the ‘Calendar’ Click on ‘+New meeting button in the top right 

       tab on the left . corner. 

 

                3. FILL IN DETAILS 4. ADD LOCATION/DESCRIPTION 

     Add a title, attendees, date, time and recurrence.                                                                       Specify a physical room or meeting agenda. 

 

 

                       5. ADD CHANNEL (OPTIONAL) 6. SAVE AND SEND 

       Link it to specific Team & Channel. Click ‘Save’ to send invitations to attendees. 

       


