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How to create a Teams Meeting

Step 2, click on the new events tab within the calendar to open a new
page like this:

Step 1, Go to Microsoft Outlook and open the calendar like
the screenshot below.

Step 3, Add a meeting title and invite the person or Step 4, After adding recipient’s names, pick a date and time or make
group you want at the meeting like the screenshot it an all-day g the event and indicate if online or on site.. Hit send to

below. send the invite and that is it, an event is created....

Finally, return to the calendar within Outlook and
the scheduled meeting will be highlighted as seen
below for the allotted day and time slot.

E® & 0 p LEoORD




	Slide 1

