
Step 1: Login on your Teams Application

Step 2: Click on (1) Teams as shown below, then  (2) click on the class name you want to 

schedule a meeting or  (3) click on “Join or create team “to add a new class.
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Step 3: Click on the drop-down and then click on “Schedule a meeting

 

Step 4: (4) Add your class title, (5) set the date and time, and then (6) click on the send.
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Step 5: Click on the Scheduled meeting

Step 6: (7) Click on “Copy link”: this is the link you can share with students or participants. 

(8) Click Join to start the class/meeting

TEAMS app

7

8


