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HOW TO CREAT A

TEAMS MEETING
first enter a title for your

meeting, then invite the

attendeees & set the time

and date

Locate the calendar bar

on the left handside on

the teams application

At the top right of the

teams application clickn

on “+new meeting”

Step 3

Step 4

MIKHAIL
PRINCE

to create the meeting,

select save or send then

send invites to the

attendees
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