HOW TO CREATE A NEW TEAMS MEETING
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e Select the new meeting option

-Add title for your meeting.

Time zone: (UTC+00:00) Dublin, Edinburgh, Lisbon, L

-Add names and emails of meeting participants.

® With your current Teams plan, you get up to 6(
participants. Learn more

-Select the date of your meeting.

-Add start time and end time. 7 -

-If you want the meeting to repeat, choose the o Entername or emal

frequency in the Does not repeat dropdown. ©  14/11/2025 1230 v

-Add a location, a description, documents. 14/11/2025 1300 v
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