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Schedule a Meeting in Microsoft Teams

In Teams, the calendar is directly connected to your Exchange/Office365 calendar. When you schedule
a meeting in Outlook, it will show up in Teams, and vice versa. Every meeting scheduled in Teams is
automatically made into an online meeting, and supports up to 250 participants. If your meeting
requires more than 250 participants, you will need to host a Live Event instead. Contact us to schedule
training for hosting a Live Event.

To schedule a meeting in Microsoft Teams:

Step1:  Go to Calendar 2 on the left side of the app and select New Meeting at the top right of the
app.

Calendar

Similar to Outlook, the scheduling form is where you'll give a title to your meeting, invite people,
and add meeting details. You can also use the Scheduling Assistant to find a time that works for
participants.

New meeti... Details Scheduling Assistant

Time zone: (UTC-05:00) Eastern Time (US & Canada)

Microsoft Teams Meeting
Add required attendees + Optional

Mar 11, 2020 12:00 PM

Mar 11, 2020 12:30 PM -

Does not repeat

Add channel

Step 2: Once you're done filling out the meeting details, select Save in the top right corner. This will
close the scheduling form and send an invite to all attendees.
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Locating the Join Link for a Scheduled Meeting in Microsoft Teams

Once a Teams meeting has been scheduled, it is automatically added to the meeting organizer’s
calendar and all participants calendars.

If you wish to copy the Join link for pasting in Canvas or in an email:

Step1: Go to Calendar =) on the left side of the app and select the upcoming scheduled meeting.

(04 Meet now -+ New meeting

1 = Work week

12 13

Wednesday Thursday Friday

Microsoft Teams Meeting
Bartlow, Brent Christopher (IT Communications)

Step 2: The Join link will be listed in the Description field. Highlight and copy the links by either
right-clicking on the highlighted text and choosing Copy, or using keyboard shortcuts.
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Join Microsoft Teams Meeting

+1 434-219-5359 United States, Lynchburg (Toll)

Conference ID: 608 550 14#

Local numbers | Reset PIN | Leam more about Teams | Meeting option
Copy Link
Open Link

The Join link is now ready to be pasted in either an email or Canvas post/email.

Note: You cannot schedule a meeting and copy the meeting link without a recipient. We recommend adding a TA as an attendee and
then the link can be provided to all students via Announcement in Canvas or e-mail.
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Step 3: Once the link is copied, you can paste it in an email or in Canvas.

@iberby.edu @iberty.edu

Subject

Join Microsoft Teams Meeting
+1 434-219-5359  United States, Lynchburg (Toll)
Conference |D: GdE 739 170+#

Local numbers | Reset PIN | Learn more about Teams
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To paste the link inside Canvas, either as an Email or an Announcement, you will need to utilize the
Paste keyboard shortcut.
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