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_ Step 6) Set the date, time and duration of the
Step 1) Open Microsoft Teams pting in the date box Step 7) You may fill in the description box with
®© Mon 02/03/2026 08:00 - 08:30 relevant information

e:

Activity Oft
Teams downloaded, download it from

d

C% your respective app store on your device what it may entail. This is so that the
of choice. attendees are informed beforehand.
&
i
Assignments

Calendar

(X Step 5) Type the name, email address or phone
cals ‘ , number of the attendee(s) you would like to invite
Step 2) Select the ‘calendar’ tab TR Tl Ng in the ‘Invite required attendees’

@ 010)4

OneDrive

Doe or 07123456789.

Apps

] EventJ @ Series Busy

I O Y | /pe the meeting name in the “add fitle’

Step 3) Select ‘create new event’ section Dwight Evans

$%  Add title

2528521


mailto:JaneDoe@hotmail.com
https://researchleap.com/beyond-the-vle-transforming-online-discussion-and-collaboration-through-microsoft-teams/
https://creativecommons.org/licenses/by/3.0/

	Slide 1: How do I create a new meeting on Microsoft Teams ?

