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Managing your calendar for Class Team or Channel

Due to a temporary technical issue in MS Teams calendar, you have an option to
use MS Teams Meeting Add-in for Microsoft Office in Outlook to invite your
students to join the class meeting.

Meeting invitation which sent from MS Outlook doesn’t give your students the
option to join certain MS Teams Class or Channel as it opens the MS Teams Meet
now option.

This tutorial will guide you how to link your Teams Class or Channel in the
invitation.
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Step 1: Open MS
Folder View Help Outlook, Click Calendar.
$ On the Outlook Calendar
ribbon click New Teams

New New Skype = New Teams | Tod: Meeting

New
Appointment Meeting Items ~ Meeting Meeting

New Skype Meeting | Teams Meeting G
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Actions Show
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You haven't sent this meeting invitation yet. P
To..
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R
Send . . .
Location Microsoft Teams Meeting
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Starttime | Tue 3/24/2020 .
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End time Tue 3/24/2020

Join Microsoft Teams Meeting

Learn more about Teams | Meeting option:

Cut
Copy
Paste Options: A s Garcel
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Copy Hyperlink
Remove Hyperlink
Font...
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Paragraph...
Smart Lookup
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Translate
Who Is...
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Step 2: Select (Join
Microsoft Teams
Meeting) as shown in the
figure, Right click then
Choose Edit Hyperlink
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< Allteams General p Step 3-a: To ask you < Allteams General p Step 3-b: To ask you
students to join a certain students to join a certain
Team. Channel.
IT Systems E
. ¢ ‘Hanage fesm . IT Systems '
S rdt el In MS Teams click on ... = In MS Team:s click on
= padmenber More OpthﬂS then Ll Channel notifications Channel’s ."I\/IJ
i ;t“m”“ choose Get link to Team 5 v e Options then choose Get
@ Getlink to team T link to Channel
<% Manage tags @ Getlink to channel
fl Delete the team %) Connectors

Get a link to the team

Step 4: Copy the link by clicking Copy
button.

https://teams.microsoft.com/l/team/19%3a8e7ed41775734b01b00e9f1c9e274fc1%
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IT Systems Meeting 1 - Meeting

Meeting Insert Format Text Review Help Nitro Pro 10 Q Tell me what you want to do

Edit Hyperlink ? X
x Ea Calendar
o W = = : ) .
Delete ~ R R bl loin Microsoft Teams Mecting || ScreenTip. Step 5: Click on Remove
[ Forward ~ NCIHiivve
ACtONS Existing File or | Look in: & Documents v| |3 €Q Lin k b utton.
Web Page
@ This email message will be sef Q Curtent f_b“ My Music A Bookmark...
@ You haven't sent this meeting Place in This Folder |a= My Pl'c‘tures — Pa ste th e C I ass Tea m or
| Document m My Videos . )
i To. shaf ) = Channel link in the
:E ‘ | Abazi ;j Browsed
’ | CreateN Pages H
cong | Subject  [Tsystef | CreateDiew : Address field.
Location Microsc;
] = Recent Files .
srttime  [Tue 32| S s . Click OK and send your
End time Tue 3/24 - : . . .
] Address: | bf47-e64b86cach57&tenantid=94828a52-73a0-4f63-b570-4d55ef05d5ct) v | | Remove Link Invitation

Target Frame: New window OK Cancel

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options




Let's Work Together!



