Step 1: opéen Microsoft team!
Click start menu or application folder , depends if you are using
"MAC or Window, and select Microsoft team.

Step 2::Navigate to the calendar. o
After you open Microsoft team , select the calendar icon on the g
left hand side

Step 3: create new meeting.
After you select the calendar click +new: meehng bu’r’ron N ’rhe
top right corner

Step 4: Meeting defanls.

*Add fitle: give your meeting a clear ‘rl’rle ‘B
*Add attendees : add their names oremail address of the - s
affenders .

*Set the time : choose the date and fime for ’rhe meefing.
*Add a description: write a description for the meeting.

Denisa Dumitru
Std.no:2517946

Step 5: send the invitation. ,
Once all the details are entered C|IC|< send or save ’ro schedule
the meeting
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