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3 STEP PROCESS 

Step #1 

 After logging into Teams, select “Calendar” 
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Step #2 

 Select “New meeting” 
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When you select 
“SEND”, the link 

invite will be emailed 
to all users that you 
input in the “Add 

Participants”  section 
highlighted in green. 

If you want to set a “Recurring 
meeting”, you can adjust it here. 

AĴendees/Participants do not 
need to have Dekalb Alphas 

email account to join meetings. 

You can set the meeting 
to last as long as you 

need. The meeting does 
not close when you 

exceed that time. 

Step #3 

 Fill in all meeting details and select “Send” to save the meetings 
o All required fields are highlighted in “Red” 

 

o  
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Step #3 Continued.. 

 To locate the Teams meeting link 
o Select the meeting 
o  The link will be listed at the boĴom of the page 

 

 

 

 

 

 

 

 

 

Congratulations, you have successfully setup a meeting in Teams! 
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Mobile Application 

3 STEP PROCESS 

Step #1 

 After accessing the Teams app, select “Calendar” 
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Step #2 

 Select the “Plus sign” 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

  

 

 

 



HOW TO SETUP TEAMS MEETINGS 
 

7 
 

When you select 
“DONE”, the invite 

will be emailed to all 
users that you input in 
the “Add Participants”  

section. 

You can set the 
meeting to last as 

long as you need. The 
meeting does not 

timeout when you 
exceed your limit.  

AĴendees/Participants 
do not need to have 

Dekalb Alphas email 
accounts to join 

meetings. 

If you want to set a 
“Recurring meeting”, 
you can adjust it here. 

Step #3 

 Fill in all meeting details and select “Send” to save the meetings 
o All required fields are highlighted in “Red” 

 

 

 

 

 

 

 

 

 

 

Congratulations, you have successfully setup a meeting in Teams! 
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Additional Information:  

 To Cancel a meeting 
o You need to select the meeting of your choice in the “Calendar” 
o Select “Cancel Meeting” 
o Afterwards, a cancellation email will be sent to all 

aĴendees/participants that you added while seĴing up the meeting 

 
 


