HOW TWO CREATE A

TEAMS MEETING

FIRST STEP: WHAT YOU
NEED TO DO IS OPEN
MiCROSOFT TEAMS TO
ACCESS THE
APPLICATION.

SECOND STEP: YOU NEED TO GO
T0 THE CALENDAR SECTION
LOCATED ON THE LEFT SiDE OF
THE MENU.

FOURTH STEP: YOU NEED TO GiVE
YOUR MEETING A SUITABLE NAME
(WHAT iT'S ABOUT), CHOOSE
WHEN iT Will START AND WHEN
iT Will END, AND WRIiTE DOWN
THE EMAiL ADDRESSES OF THE
PEOPLE WHO Will BE ATTENDING.
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THIRD STEP: CREATE A
MEETING; YOU Will SEE
A BUTTON WiTH THE

DESCRIPTION OF NEW
MEETING.

FIFTH STEP: FINALLY, YOU
JUST NEED TO SEND AND
TEAMS Will TAKE CARE OF
SENDING THE REQUESTS.
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