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The following is a copy of the Microsoft Teams Advisory sent to all principals for
dissemination highlighting the affected category;

MINISTRY OF EDUCATION AND NATIONAL RECONCILIATION

HALIFAX STREET
EINGSTOWN

Date: Tuesday, May 25™, 2021
To: Principals/Teachers
From: Anil Sutherland [ICT-Coordinator, Ministry of Education]
Subject: Microsoft Teams Advisory, Service interruption.
Affected Category: Microsoft Teams Calendar
Status: Service partially interrupted

Greetings,

Please be advised that the scheduling of a meeting in Microsoft Teams Calendar is
currently experiencing some technical difficulties.

Some users may receive the following error while trying to create a meeting in the
calendar:

We are having difficulties connecting to the service right now.

The matter has been reported to Microsoft for their technical team to investigate.

The Ministry of Education will disseminate information to all principals of
institutions once a solution has been found.

MINISTRY OF EDUCATION AND
NATIONAL RECONCILIATION

o
Anil Sutherland




The following guide shows teachers a temporary fix for those who are experiencing
problems scheduling a meeting using the Microsoft Teams calendar.

Specific ERROR:

We are having difficulty connecting to the service right now

Temporary FIX:

Schedule your meeting from the outlook calendar and adjust the settings for Microsoft
Teams.

PLEASE NOTE:

This guide was made using a Samsung Tablet: SM-T295



1. Open up your tablet, as shown below;
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For this example, I will be setting up a meeting for tomorrow as highlighted above. Notice
there is no set meeting.



3. Now open a web browser (for this example, [ am using FireFox).

Type any of the following links carefully into the address bar:

https://outlook.office.com/calendar/view/workweek
OR

https://outlook.office.com/calendar/view/agenda
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After you have typed it into the address bar, hit enter.



4. The following screen will show on your device;
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You may be prompted for login credentials, login using your @moesvg.org account. The
picture below is an example of what you may see;

Outlook

B Microsoft

Pick an account

to continue to Outlook

AnilSutherland@moesvg.org

+ Use another account

Termsofuse  Privacy & cookies - - -

© @ login.microsoftonline.com/common/oauth2/authorize?client_id=

1} @] <



5. The following calendar screen will show;
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© @ outlook.office.com/calendar/view/agenda

You will now click on the button highlighted above.



The following screen will show:
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You will now click on More Options as highlighted above.



The following screen will show;
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From here you can set the meeting settings such as; Title, date and time, if the meeting is
repeating, and other options.

Please toggle the option for Teams meeting to : ON as highlighted above.



6. The following is an example of a meeting that was setup;
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When you are finished with the settings, click on the checkmark to save the meeting as
highlighted above.



The following screen will show;
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As you can see, the meeting is now shown in the outlook calendar. As highlighted above.



Now switch to your Microsoft Teams app. If you close and restart the app or refresh the
calendar the following screen will show;
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As you can see, the meeting is now shown in the Microsoft Teams calendar. As highlighted
above.



You have successfully scheduled a meeting in the outlook calendar.

This is the temporary fix for the Microsoft Teams Calendar scheduling error.

NOTICE:

Please keep trying to schedule a meeting in the Microsoft Teams calendar until the error is
fixed.

Always update the Microsoft Teams App on all devices as Microsoft will push bug fixes and
app updates to address different problems.

-END-



