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How to create a Teams meeting

Step by Step:




First, open Teams meeting

[ M & Activity | Microsoft Teams x  +
< G (3 httpsy//teams.microsoft.com/v2/
o Q. Search (Ctrl+Alt+E)
Activity = @
Unread | @Mentions  Tag mentions
208
_(ED You will see @mentions, reactions and other
eams

notifications here.

Acsignments

8 15 . B | - R
Cloudy .= il 0 [ c ~ &

Account manager for Moshood
Bamidele Omishakin (2509853)

AR 1343
~ L Fo® 06/11/2025



Second, go to “Calendar”
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Third, create an event by clicking “New event
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Fourth, set a date
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Fifth, add a time and set it
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Sixth, add attendees
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Seventh, set reminders and save event
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