HOW TO CREATE A

NEW TEAMS MEETING 1. OPEN MICROSOFT

TEAMS

(AN

A

04 Meet now -+ New meeting

2. CLICK NEW MEETING ( USUALLY FOUND AT
THE TOP RIGHT OF THE CALENDAR

17 18 19
sday Thursday Friday

5. ADD MEETING DETAILS

Dynamics Updates/Review

Wednesday, November 17, 2021 10:00 AM - 11:00 T I T LE
AM
DATE AND TIME
Dynamics Updates/Review m Edit
Megan Hagedom PARTI CI PANTS

© Megan Hagedorn

4. CHOOSE MEETING TYPE
ONLINE TEAMS MEETING (DEFAULT)
IN PERSON OPTIONAL

New meeting
type

Virtual appointment G_//

5. SEND INVITATION > Meet now + New meeting

CLICK SAVE TO SEND INVITES AND CREATE THE MEETING
LINK AUTOMATICALLY o Team Meeting S week v

Configure meeting options

https://fteams.microsoft.com/l/meetup... I_D
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