HOW TO CREATE A NEW
S TEAMS MEETING

Withh Carlos Conte
Tutor: Kazecem Oseni
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Microsoft teams f\

Accessing gyour
Calendar

e ON your device,
whether is your PC,

Laptop or mobile < R

phone a

e Teams can be found
through the search
bar

e Or search for the icon
that has a teams ( $ )
logo

e INn the teams app sign in
with your account

e After on the menu in the
left hand side find your
calendar

e Click it to have access to
future dates and
meeting options
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. Customize Meeting
New meeting .
D

e When scheduling a hew
meeting customise for
the meeting needs

e Add a title, required
attendees and channel if
its a specific
department

e After it is important to

add the date and time

for the meeting

e INn the calendar menu
there is the option of
starting a meeting how

e However to schedule a
meeting

e Select the nhew meeting
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Invite People
D

References
D

e Last step after finalising all
meeting details is to send an
invitation

e Send icon can be found in the
top right hand corner

o After sending the invitation
every member mentioned as
attendees will receive a link

 Finally you can in your

calendar the meeting will be

shown if you ever need a

reminder -

e https://www.youtube.
com/watch?v=0u-
NVvRkqgPuyY

e https://www.cleanpng
com/free/microsoft-
teams.html




