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How to Create a Teams 

Meeting 
 

Follow step by step guide 

✓ Open Teams 

 

✓ Go to calendar  

 

✓ Click on Create a new event  



 

✓ Add Title 

✓ Invite required attendee or write the name of participant on the 

meeting 

✓ Change date and time to the meeting date and time as your 

plan 

✓ Click Send 

✓ The meeting invitation sent to the meeting participant through 

email. 

Thank you!! 


