How to create

Sing in your acount
using the desktop or

web version Go to the

o “calendar”
send section
teams will

automatically send You will find it on
the invitation to all the left_hand side
meeting”

participants
Include the agenda, This botton is

notes, or any located at the top
important right corner of the
description. calendar

Click save or

Add a

description Click on “New

Enter the
Select the date meeting title.

and time
A:J‘ust_the “For example
e Weekly team

according to your ™
Add the meeting
participants

Type the names or

email addresses of

the peopleyou want
to invite
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