Microsoft Teams
Outlook Calendar Appointment

Microsoft Teams allows you to create a meeting within the application with its built-in calendar, however

there is a synchronization issue between the Teams calendar and user’s Outlook

Calendar. While we are working on getting that synchronization working the simplest way to create a

Teams meeting and have it appear on all attendees Outlook calendar is to create that appointment with in

the Outlook calendar itself, rather than the Teams calendar. In order for the “Teams Meeting” option to

appear in Outlook, you must first download and install the Teams app.

Installing the Desktop Application N L

1. Download the Teams app.

2. Click download Teams and run the installation. ==
3. Once the Teams app is installed, the app will —

open and log you in.

4. Reboot the computer.

Download Teams for your desktop

Get the Teams mobile app
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Creating a Teams Appointment in Outlook Calendar
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1. Open Microsoft Outlook and
navigate to calendar.

2. Now that the Teams app is installed
on your desktop you will see the
“New Teams Meeting” option in the

navigation bar. Click on it.
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4. A new appointment window will open

with the “Join Microsoft Teams Meetings”
link and dial-in information imbedded in
the body of the appointment. = I

5. You can now add attendees and set the s et
date/time of the appointment as you ﬁffy

normally would. =

A meeting can also be created by starting with the date/time and then

clicking on the “Teams Meeting” option.

1. Select the date and time for the appointment » o wowomos [

on your calendar. ]

2. Right click and select “New Appointment”

or select “Appointment” from the navigation bar.
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3. In the Appointment window, select

“Teams Meeting” from the navigation bar.

4. The Teams Meeting information will

populate in the body.
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© You haven't sent this meeting invitation yet

appointment is ready to send!
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