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SELECT NEW MEETING

ENTER MEETING DETAILS

HOW TO CREATE A NEW TEAMS MEETING

Open the Microsoft Teams app

 Click on the Calendar tab

Select the new meeting option

-Add title for your meeting.

-Add names and emails of meeting participants.

-Select the date of your meeting.

-Add start time and end time.

-If you want the meeting to repeat, choose the

frequency in the Does not repeat dropdown.

-Add a location, a description, documents.


