HOW TO CREATE T
A NEW TEAMS
MEETING

Open Microsoft Teams o o o

Go to the Calendar [kl . o o

Select New Meeting (+ Newmeeting )

Fill in Meeting Detalls and click send

New meeting Details
Time zone: (UTC+00:00) Dublin, Edinburgh, Lisbon, London ~~

0, With your current Teams plan, you get up to 60 minutes
—  per meeting with up to 100 participants. Learn more

Meeting created
Test meeting

Share the meeting invitation with others

test@email.com Invitation preview:

Toya Raj Paudel Chhetri invited you to a Microsoft Teams Meeting:
20/10/2025

Test meeting
20 October 2025

20/10/2025 11:00 - 11:30 (GMT)

) All day
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