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!
— | SET UP A MIGROSOFT TEAMS MEETING

Click

Calendar on
the left.

Go to
Calendar

Microsoft
Teams

Add Details
(optional)

Include
agenda or
notes.




	Fabiola  Hurtado 2532374
	SET UP A MICROSOFT TEAMS MEETING
	HOW TO
	New Meeting
	Go to Calendar
	Add Title
	Open Teams
	Microsoft  Teams
	Add Attendees
	Add Details (optional)
	Send Invite
	Set Time



