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INTRODUCTION

Microsoft Teams makes it
more accessible to stay
connected with others.
Follow these steps to plan,
organise to ensure d
successful meeting.
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2.PLAN YOUR SESSION

Add a description and add a title
for other individuals. For the
invitation use the participants
names and emails and include an
agenda or important notes that will
be important.

.......

1.SET UP YOUR MEETING

To set up a meeting, open
Microsoft teams and click
calendar. On the top left
(depending on device you're
using) click “New Meeting” and
choose your preferred date.

Type a new message
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3.CONNECT AND
COLLABORATE

Afterwards click “Send” to
share the invitations. When is
time to join the meeting click
on your calendar for when
the meeting starts. Use the
chats, files and chat to
participate.
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CONCLUSION:

BY FOLLOWING THESE STEPS, HOW YOU
WOULD BE ABLE TO MANAGE AND CREATE
MEETING IN MICROSOFT TEAMS WITH
CONFIDENCE AND BE ABLE TO IMPROVE
COMMUNICATION WIJCI;IUTHE PEOPLE AROUND
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