/ Open Calendar \

@ e Go to microsoft teams
§o.2 e After in the teams application

\‘v—\_ \ open the calendar /
MAKE A NEW MEETING STEP2,
q )

e FROM CALENDAR ON THE TOP RIGHT
o CLICK ON NEW MEETING TO ADD A -

\ MEETINNG TO THE SHEDULE / AdL"

/ EDIT THE MEETING \

e FILL THE TITLE OF THE MEETING
e ADD THE PARTICIPANTS PHONE NUMBER

OR EMAIL
e ADD THE MEETING TIME AND SAVE IT TO

\YOUR SCHEDULE

/ SEND INVITATION \

e SEND INVITATION TO ALL PARCITIPANTS

e CHECK IF THE INVITATION WENT THROUGH
\ AND IF IT IS IN THE SCHEDULE /

REFERENCE:
o HTTPS://YOUTUBE.COM/SHORTS/YDSKNMHQOJVI?
SI=OHW2EOFWEXEZEIAC




