STEP 1:
* Open Microsoft Teams

» Launch the app or use web versio

» SIGN IN with your account

STEP 2:

e Go to the Calendar
» Click to calendar icon

» View your scheduled meetings
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STEP 3:

* Click “New Meeting™
» Click + New Meeting
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STEP 4: B New meeting petas
* Add Meeting Details
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Add location

STEP 5:
e Click“Save’” or “Send”

» Finalize and send invitation
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