
Talking about how
to use Microsoft
Teams and how to
create a meeting. 
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Firstly to make a
Microsoft teams meeting
you will have to navigate

yourself to the teams
app and find yourself on
the home page. At the

top right youll see a
button which says join or

create team.

How to use and create meetings on
microsoft teams 

To access the Calendar, launch Microsoft Teams and choose the
Calendar icon from the navigation pane on the left. Choose

"New Meeting": Click the + New meeting button in the upper
right corner. Add Information about the Meeting: A form for

scheduling will show up. Enter the required data: Title: Give your
meeting a catchy title. Attendees: In the "Add required

attendees" section, enter the names of the individuals you wish
to invite. By entering their complete email addresses, you can

add external visitors or internal coworkers. Date and Time:
Decide on the beginning and ending dates as well as the precise
time window. Recurrence: Select the frequency (daily, weekly,

etc.) from the dropdown menu if this is a recurrent meeting. Add
a Channel (Optional): If you would like the meeting to happen in 
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