Create Outlook calendar event from an email

You can add an email to your calendar manually to create an event for your meeting.  
Left click the email and drag the email down to the calendar icon in the bottom left of your screen.
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The calendar event will open up at today’s date and time. You must change this to the date, stat time and duration of the meeting that has been emailed to you.  Outlook will not automatically pick up this information.
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Save your meeting.
Once you have saved the email as an item in your calendar, check you calendar to ensure you are happy with what you have saved.
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> Title Example event 5th August 2022 10am

Send Required
Options!
Starttime v Dady @ Tmezones
End time ~| O Make Recuriing

Location | Microsoft Teams Mesting

Dear Member

This is an example meeting that will take place 10am 5 August 2022. You will need to amend the date
|and time on the open calendar event from the information provided in the email.

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Learn More | Meeting options




