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HOW TO
CREATE A
NEW
TEAMS
MEETING

You should Follow
these steps!

Firstly you should
download or Open

Microsoft team 

Just On The Left
Side of the page you

can click on the
Calendar 

On The Top right coner
of the page click on

New metting purple icon

A Form Should Appear
which you’ll find boxes

you need to fill in
accordingly 

click  Save this
message & you'll be

good to go !
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