S|X HOW TO CREATE A NEW
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@ 60 TO BALENDAR “NEW MEETING”

Select ‘New Meeting”

Click the at the top right of the
Calendar icon screen
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Microsoft Teams ieed help?
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Join the meeting now

ADD MEETING DETAILS

e Title
e Date and time
e Location (Teams meeting)

ADD PARTICIPANTS 2 SENDTHE INVITE

Type names or @ / Click Send to v
email addresses ~ J schedule the -

of attendees. mMeeting.
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