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How to Create a Teams
Meeting

Follow step by step guide

v/ Open Teams

v' Go to calendar

B an Q  Press Ctrl+Alt+G to go right to a chat or channel (s
@ Stay in the know. Turn on desktop notifications. Turn on x
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v’ Click on Create a new event



ai Q  Search (Ctrl+Ali+E) v

i ] Stay in the know. Turn on desktop notifications. Turn on

Group Meeting - Meeting

Event  Scheduling Assistant

3 Meeting options o~ Response options ~ Busy ¥ [ 15 minutes before ~ <7 Categorise ~ (=] Private

Y Melinda Hernandez Mercurio (2518165) is in a different time zone. Use the Scheduling Assistant %
to select times across time zones. < B3 > Sun, 26 Oct, 2025 ~

F(Q' Group Meeting @D @ Teams meeting

Nishi Ramsurrun X | Resselle Calulot Flores (2514957) x Optiona

oo
“©  Melinda Hernandez Mercurio (2518165) x
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2 Make recurring

&J Find a time >

v’ Add Title

v' Invite required attendee or write the name of participant on the
meeting

v Change date and time to the meeting date and time as your
plan

v" Click Send

v' The meeting invitation sent to the meeting participant through

email.

Thank you!!



