
Got it ! once Teams is downloaded and
open,look for the icon to start things

off. Firstly open your calendar.Look at
the top right corner a new

meeting.Then,add a title for your
meeting and specify the date and

time.After that,you can continue with
the teams.

How to create a team meeting- 
Amar Rehman 2425602

firstly click on new
meeting,Then you go to
schedule meeting.Then

add title, then add
required attendance.Then
you will edit the date and
time the meeting will start
and finish. After that you
will select if the meeting

will be weekly or monthly,
you can also customise

this.After that add
channel and location,then

tuirn on online
meeting.After that you

can tyope in detail about
the meeting, and after

that you will have to add
an agenda.


