How to Create a New Teams Meeting.

1. Open Microsoft Teams and log in.
2. Click on 'Calendar' in the left menu.
3. Select 'New Meeting' (top right).

4. Add a meeting title and attendees.
5. Choose date and time.

6. Add notes (optional).

7. Click 'Send' to invite participants.

Tips: Double-check time, add clear titles,
include all attendees.
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