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Steps by steps to How to create a Teams 

meeting 

➢ Follow my step by step guide 

➢ Open Teams  

➢ Go to calendar 

 

➢ Create an event 

 

➢ Add change date 



 

➢ Add time 

➢ Add attendees such as email address 

or personal numbers  

➢ Save and the teams event is ready 


