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® 1J Install and set up
/7 \ .
@-® Microsoft Teams apps
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Locate your browser and input
Teams app, download the app for
desktop

Log in with your Microsoft account
in order to access your profile
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Here is a detailed step-by-step
guidance to create a new Teams
meetings using your laptop or any
other device that can be connected to
the web.

3
~(od
~~

o
>
>

(€

[ 4

@

S &
e\, Y
> é’zz

(%
(%

2
>
2
>

2 Creating a new Sending the new Teams
Teams meeting invitations
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e Anew pop-up window opens
where to fill in all the details of
the meeting
Click on send when done and
meetings invitations would be
sent to all invitees

On the home, page click on
calendar which is on the left
bar
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Proceed to create new
meetings which can be found
on the top right corner
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Benefits of using Teams ¢ Teams not communicating?

Try removing and resending
Supports videos and audio calls the invitation
Helps improves time Inform the invited
Management person(s) via another
Simple organisations of groups channel of communication
interface in study and workplace Contact Teams online if
you still have issues
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app for meetings
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