
step 1

how to create a
new teams meeting
how to create a

new teams meeting

please click + new meeting in the top right
corner

please go to callendar on the top left
hand sidestep 2

step 3
please add a title and set the  time,date and

meeting details  and click send
step 4

please send invitations to everybody participating
and enjoy your exprience

key factors for making
meetings more effecttive
includes a clear purpose.

sharing the desired agenda,
starting and ending on time
please try not  to multitask

as it can lead to lower
productivity
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Did you know mercedes-benz integrates microsoft
teams for in car video meetings while driving ?
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