GUIDANCE ON HOW TO CREATE A&

NEW TEAMS MEETING
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[x1 Navigate to the calendar [r] Add title, add the [x1 Lastly, make sure the
— app in the Teams app, a participants who you — “Team meeting” toggle
) click “new meeting” or N would like to invite to ) is on, after click “send”
* click + sign at the ¢ the meeting and add or “done” to invite
bottom right the time participants and

generate a join link
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