o How to create a new
Microsoft Teams Meeting

1. To sign in to your personal 2. On the left menu, click
account, open the Microsoft Calendar, then click + New
Teams app or go to Meeting.

teams.microsoft.com

# Join with an ID [ Meet now -+ MNew meeting

3. Provide Meeting Details: [
Title ‘
Attendees
Date&Time
Details.

4. Send the Invite The meeting
pops displayed in your
calendar, and the individuals
which will be attending receive
an email.

i To Start the Meeting

Go to the Calendar - Click the Meeting - Press Join

Important Tips

Check the Date and Time f=5 {:9)

Test your Camera and Microphone .
\\
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