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Schedule a Meeting in Microsoft Teams with JAWS
There are several ways to schedule a meeting in Microsoft Teams. These instructions include scheduling from within Teams and from Microsoft Outlook.
Schedule in Teams
You can schedule a meeting in Teams using the Calendar tab. If this tab is present, you can access it by pressing CTRL+4 on the number row. If this keystroke takes you to another tab, check with your company’s IT administrator for further assistance with accessing this tab.
1. Once you are on the Calendar tab, press SHIFT+TAB to navigate to the New Meeting button and press SPACE to activate it. A New Meeting modal will appear with options for scheduling your meeting. Navigate through this modal with Tab and Shift+Tab.
2. You will be automatically placed in the Title field where you can type a title for your meeting.
3. Next is a location box where you can choose a physical location if applicable.
4. [bookmark: _GoBack]Choose a start date. Use the up and down arrow keys to move through the dates by week, and right and left arrow keys to move by day.
5. Select a start time. You can navigate through this box using the up and down arrow keys. Press ENTER on the time you want to select it.
6. Press SPACE to check the Repeat checkbox if this is a recurring event.
7. Select and End Date, then End Time.
Other choices in this modal include: the Schedule in Assistant button, a Time Zone menu, and the Details edit box where you can add information about your meeting.
8. Next, you can choose to select a channel to meet in or skip this step.
9. Now you can invite others to your meeting. Type a name in the “Invite Someone edit box.” Once you’ve typed the first few letters of a name found in your contacts, press DOWN ARROW to navigate through the search results. Press ENTER on the name you want to select it.
10. Repeat these steps to invite additional attendees.
11. The organizer box displays the name of the person organizing the meeting.
12. The next button is Close, which you could activate to cancel this task.
13. Press SPACE on the Schedule button to schedule your meeting. 
Schedule in Outlook
1. In Outlook, press CTRL+2 on the number row to navigate to the calendar.
2. Press ALT followed by H, then Y to access New Teams Meeting in the Home Tab of the Ribbon.
The New Meeting dialog box appears. Navigate through the fields in this dialog with TAB and shift+tab. 
3. Enter information into each field like you would when scheduling other meetings in Outlook.
4. Start with the meeting title. 
5. Next, enter a name or email address of an attendee. You can enter multiple names and separate them with semicolons.
6. Choose a start date for your meeting. Use the up or down arrow keys to move to the date you want.
7. Set the start time, again using the up and down arrow keys.
8. Do the same to set the end date and end time. 
You can also choose whether this is an all-day meeting, adjust settings for time zones, and choose a physical location.
9. Make sure Microsoft Teams Meeting is selected in the Location edit combo box.
10. The message box will include a direct link where recipients can join the Teams meeting. You can choose to type additional information here.
11. Press ALT+S to send the meeting request and schedule your Microsoft Teams Meeting.
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