
How to Send a
CALENDAR INVITE



Go to gmail.com and log in to your account.01 PAGE 01

Navigate to your google account.

Go to your calendar application (Google Calendar, Outlook, etc.).
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Click on the date and time you want to schedule the event.

Click "Create"
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Click "Event"

Enter event details like the title and time.

06

07

www.vastaffer.com

PAGE 03



Specify the start and end time of the event and the time zone.

Set to your preferred time zone.
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Click "OK"

Enter the email addresses of the people you want to invite in the "Guests" or "Invitees"
section.
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Add the location of the event.

If you are going to use the Zoom application for the meeting, you can paste here the
link.
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Add description or attachments, if there is any.

Click "Save"
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Click "Send" to send the calendar invite to the guests.16
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