
New meeting in
Teams

1.Open Teams
  Go to the Calendar

tab            

2.Click”New
Meeting” 

    In the top right       
corner

3.Add meeting
details
Title
Date & Time
Location (optional)

4. Invite
participants

   By name or  email

5.Add extra
information
Include agenda
Add notes or files

6.Send the invite
Click SEND
Meeting is added to
calendars
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