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HOW TO DELETE OLD OR CANCELLED MEETINGS
FROM YOUR CALENDAR

Microsoft Teams

Teams 1

* Vour teams Click on your Calendar
on the left of your Teams
screen

MG

Mathematics (Gr
21-22 - E(A)_ VI

Manday

2

Right click on what you
want to delete

Eanceted—Hamd{3rd-Grade}
10 AM ||| Alexander Batsios
{51 ]

11 AM

12 PM
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12 PM

Monday Tuesday Wednesday
Alexander Batsios Alexander Batsios Alexander Batsios

5~ B
o View > 3a

(3) Chat with participants
Hover on “Remove from
TWJ Remove from calendar > Occurrence calendar” then click
“series”
If this is not option is not
available, see step 3b

Series

{ Mr. Edwards 4th grade PE uias>
E (VMCH) comb.
{ Vernon Edwards

[~
: - below
Grade 6 Science V625H Mr. Samborski Grade 6 Science V625SH Mr. Samborski
Leonard Samborski Leonard Samborski
= ) =
Social Studies 6- 2nd Hour Social Studies 6- 2nd Hour
Sara Lehman Sara Lehman

e 5]
V625H: 6th Grade Math 3 b

Nikita Hopkins
Hover on “Decline” then
click “series”

o View ?

(=) Chat with participants

¥ Join online

= i
Language Arts with Mrs. Danl Copy link ith Mrs. Dantzler: V625H
Sarah Dantzler

" Accept >

7 Tentative >

X Decline

Occurrence
Personal Finance V625H Series
Saniqua Humes
B
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HOW TO HIDE YOUR OLD CLASSES FROM YOUR
TEAMSTILES

1

8 Hide Click on the 3 dots on the
G top right of the tile and
click “Hide”

233 Managtadm
S

Science (Gr 4) 21-22 - E(A Add member (Gr 4)

04C == Get link to team }_ 4C

Manage tags
g g

DV

DPSCD Virtual School Math:
Students & Staff

2

If you accidentally hide a
v Hidden teargs tile you need go to the
bottom left and click
“Hidden teams”
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Hidden teams 3

Click the 3 dots in the top
right, then click “Show” to
restore the tile

o Show
]
233 Manage e
- - G .
Comp Sci Exploration 2 <o Add member ir 6)

22 - E{A)_ 6C == (Get link to team | 4 6C

Manage tags
g g
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HOW TO ADD YOUR NEW CLASS MEETINGS TO
YOUR CALENDAR

< Allteams /Y General Posts Files @ o

v o 1

Mathematics (Gr 4) 21-... o oy Click on your Teams tile

f— @ i and scroll in the chat until

o you see a recurring

ol meeting scheduled by

& o e . your teacher. This is most
. Do i S likely near the bottom.

e °Q Click there

Mr. Donovan's AM Math and Science Chat Details

Add to calendar & Copy link —> Forward 2
- Click “Add to calendar”
Se 15, 2021 8:00 AM - 10:44 AM and |t W|” ShOW you have
Accepted the meeting. It
= " Mathematics (Gr 4) 21-22 - E(A)_V04VM > General

will now be on your

calendar
(Fid] Occurs every Monday, Tuesday, Wednesday, Thursday and Friday
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