
Teams 
Meeting

Click New  
Meeting

Then in the 
details like 

time date the 
title and 

attendees

Just invite 
guest to the  

meeting 

Then you can 
have your 
meeting.

Microsoft Teams is the ultimate

messaging app for your

organization—a workspace for real-

time collaboration and

communication, meetings, file and

app sharing, and even the

occasional emoji! All in one place, all

in the open, all accessible to

everyone.
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What is Microsoft 

Teams?


