step 1- open teams meetings.
sign into your microsoft 365
account and open microsoft
teams
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step 23 click new meetings
press the new meeting
button to create a meeting

Add particpents.
type the email
addressor names
of the people you
want to invite
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step 2 - go to calendar gtab
on the left side. this where
all mettings are scheduled
and mangaed

enter a titile, date, start time

and end time so particpants
know when the meeting will E?< /
happen.

step 4- add meeting details. ( /

include an agenda, notes

add description. to let the
attendants know what the
meetings is about




