LCLM4002: How to Create a Team Meeting

Eugen Alupului
ID: 2526349
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STEP 1

Open Micrgsg
STEP 2

Go to Calendar (on the left side bar you
have to click the Calendar icon to view
schedule)

STEP 4

You have to fill the Meeting

g;fails with :
Title
Date & Time

STEP 3
Click "New Meeting”

(in the top-right corner
of the Calendar)

STEP 5

Add Participants (you have to enter the email address
or Team contact of ppl you want to be invited

STEP 7

Add Description ( in this case
you have to provide any notes

for participants)

STEP 6
Add Location

STEP 8
Send (you have to click
SAVE)
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