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1. Open Microsoft Teams and 
then find the 3 Dots and 
open Calendar. 
 

 

 

                                                          Conclusion  

The assignment is to show how to create a new Teams meeting. Microsoft 
Teams is a collaboration workspace where you can have team video calls 
or a group chat also where you can file share and keep storage you can 
have private videos calls. 

 

 

2. When you have found Calendar, 
you can start by picking the Date you 
would like to have your meeting on. 

3. By picking the date and the time 
you can start by adding people to 
your meeting. 

4. By adding people to your meeting 
you will start by finding there name or 
adding there email to the search bar. 

 

The Microsoft Teams  

Logo is Purple. 
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