How to schedule a meeting
within Teams.

When you want to schedule a meeting within the Teams app.

1) In Teams, select Calendar f788fe72-7168-45df-98c8-58ceac0a9aac.png view.

2) In the top right corner, select +New Meeting
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3) Fill out all information that is needed such as attendees and date.
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4) Select Save in the top right corner.
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You can also choose if you want to start a meeting right away instead of

scheduling it for later.

Revision #1
Created 2022-10-25 20:40:37 UTC by Karrie White
Updated 2022-10-25 21:04:42 UTC by Karrie White


https://docs.northshorecollege.edu/uploads/images/gallery/2022-10/UXGCLvI5QvorBfSn-image.png

