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Setting up online meetings [MS Teams] 
 
 
 
 
 
 
 
This handout demonstrates setting up an online meeting using your Outlook 
calendar. The steps are the same across the MS Teams application and web browser.     
 
 

Outlook calendar  
 
Open your calendar.  
 
To create a new meeting, select new event or double click on the date and time of 
your meeting. 
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Edit the time of the event, and meeting name. You can add a message to your 
service user in the description box.  

 

Add your service user’s email address. This should automatically activate a MS 
Teams meeting link. If not then select the Teams meeting tab to ‘on’.   
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When the meeting is sent, the one-click meeting link will be at the bottom of the 
message.  

You can copy and paste this link into a separate email to your service user if this 
is preferred.  
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