How to create a new Teams meeting
· Open Teams App [image: A screenshot of a computer

AI-generated content may be incorrect.]
· Choose Calendar [image: A screenshot of a computer

AI-generated content may be incorrect.]
· From Calendar create new Events [image: A screenshot of a computer

AI-generated content may be incorrect.]
· Add topic such as School meeting [image: A screenshot of a computer

AI-generated content may be incorrect.]
· Schedule time and place as shown on Screen 
· Save and we are done 
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