
How to Create a New Teams Meeting

Open MS Teams

Select Calendar

Add Meeting Details and Attendees

Select Save

You need to find and select MS Teams

Select the dates for the meeting

Choose a time that suits all participants

Enter the name of the meeting, add
participants

Make sure you have entered all meeting
details accurately and saved them

NAME: OLGA VELICHKO
ID: 2524346
LECTURER’S NAME: DR KAZEEM OSENI

Select a Timeslot
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