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,._/w INTRODUCTION
HELLO (Y NAME IS REISS CALLENDER

Open Microsoft Teams | Go To The Colendar

launch the teams app on your PC or look at the left hand side
Mac. or go to the weh version. Cick Culendar

Uitk NNew Meeting Fill in the Meeting
detdils
. Title of the meeting

On the top right of the colendar puge

Then clitk new meeting. Date

Start & end time

. Add reguired ottendees
itk save (type there email addresses)

this will automaticly send o
meeting invite to everyone you
have added. The meeting will
uppear on your calendar.

Join the meeting when it starts.
.60 buck the talendar.
itk your meeting & then dick
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