How to Invite External Users to a Teams Videoconference

Open your Teams Desktop Client and click on “Calendar” on the left menu and then
on “New Meeting” on the upper right menu:

Q =

D Co e 5.
Activity
E) B Today £ oy o
Chat
27 28 29 30 01
Monday Tuesday Wednesday Thursday Friday
.- n
mEs Yl
B om |
{] "?
> | @ | o | @
10 am.
[}
11 am.
| ]
”F’“‘L h Lunch Lunch Lunch |L h
o L L | L I B
S = _
= i = IS |
Help



Fill in the meeting details such as title, time, description.

To add external users to the meeting, type their full email address in the attendees
box and press enter. The address will appear in a “bubble” if it has been successfully
entered as an attendee. Repeat this for any other attendees.
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