How to create a new teams

1
Open microsoft teams launch
the microsoft teams app on your
computer or goto the web
version and sign in

meeting

2 Go to the caslender on
the left-hand menu click
calendar this shows
yourschedule upcoming
meetings

5 Add presentation details in

the large text box write the

agenda add notes attach you

powerpoint if needed iclude

any preparation instructions
for attendees

6 Click send press send to
create the meeting. Invited
participants will receive a
calendar invite with the
teams meeting link.
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