HOW TO CREATE
| A TEAMS
FOR OUTLi:)iPO‘I: DESKTOP ME ETI NG U SI NG
FIRSTLY OPEN OUTL:DOK, AND ,GO OUTLOO K

TO CALENDAR.
Step 3: clicking send

after clicking send not
only do your
participants recieve
the invitation they also
recieve the direct

' ' ' ' ' teams meeting link,

UUUUUY] s meansaal

participants can easily

connect to the
D D D meeting.
HEmEE

Step 2: select ‘new teams meeting’
and add the following. [FNEG

® Meeting title
® Attendees

& Add participants

® Time & date
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