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How to create a team’s meeting:

‘ OPEN TEAM APP- the logo of the teams is demonstrated on the left.

CLICK ON CALENDAR - This option is on the left-
... hand side of the screen, displaying a calendar sign.

TOP RIGHT CORNER-CLICK ON NEW MEETING-

4 Meet now —+ New meeting

Add all details relevant to the meeting-
detail can include your name, the required

(51 N ting Detals Scheduling Assistant . . . . .
B e s participants name, the date and time, including
Time 20ne [UTC-05:00) Eastern Time (US & Canada) .
- the start and end of the meeting. You can also
£ Adtitle . H
add location as an option. A phone humber can
& Md required attendess Optional . .
' be added. There is an option to add a summary
B Dec2 200 o v . . .
o and any important details in the box below.
Dec 2, 2020 230PM 30m . All day . . .
Press saves, and then send out the invitation.
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