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Step 1 - Open Teams app 
and select Calendar, you 

can find it on the left-hand 
navigation pane.

Step 2 - Click the
+ New meeting button in 

the top right corner.

Step 3 - Fill in the Title so 
attendees can see what is 

the meeting about , 
add Attendees (internal or 

external) 

Step 4 - Set required date 
and time .Selected range 

for the length of the 
meeting so attendees know 

what to expect time wise.

Step 5 - 
Click Save or Send to 

send the invitation, 
suggestion here - double 
check the info before the 
invite is sent out to avoid 

mistakes .
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