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OPEN MICROSOFT TEAMS click the
start button (Windows logo), type
Teams, CLICK Microsoft Teams
from the results
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HOW TO CREATE A NEW TEAMS MEETING
(FROM DESKTOP)

1

CLICK CALENDAR ON THE LEFT
MENU
click the small calendar icon

2

CLICK NEW MEETING IN THE TOP
RIGHT CORNER
a form will open

3

FILL IN:
title
required atendees
date and time
description (optional

4

A TEAMS MEETING LINK IS AUTOMATICALLY
CREATED AND SENT TO ATENDEES

5
CLICK SAVE

at the top-right corner of this
window is the save button


