How to Create a Microsoft

Teams meeting

Step-by-Step Guide

1. Open Microsoft Teams 2. Enter Details

Go to Calender tab. Fill in the title, date, time, and
Click on New meeting. attendees.
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3. Fill in meeting details 4. Send Invites

Choose if the meeting repeats Attendees will receive an email
(daily, weekly, etc.), then click invitatin to join.
Send to schedule the meeting. That's it - you're done!
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Open Teams — Calender — New Meeting — Add Details — Send — Join
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