How to create a new Teams Meeting ? P

1.0pen Microsoft Teams

app a"‘ or visit 2. Log in into your
https://teams.live.com/free/ account.

10. Click save in the top right
th ti it
cormer (the meefing inite i '\ / 3. Select Calendar on the
V) / left hand side bar.
9. Add a meeting location,
description, or set it to

repeat(optional). /
8. Select start time and l

end time(or tick the

—) 4.Select + New meeting in
the top right corner.

6.Enter a descriptive title

all day box). 7. Add attendees in the for your meeting .
? add required attendees -
a9 2 field (you can also add v (R

[ oa
optional attendees). n "{:, V.
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