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Microsoft Teams

/ Introduction:
Team meetings are modern
online communication tool

that allows people to connect

for different purposes.
There are several ways to
create meeting on Microsoft

\ Teams.
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STEP 1:
Go in Teams-Chat tab,

|- where you directly press

creating of Team
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Costumise a Meeting:
Edit the meeting name,tap
decription and time.
Click pencil icon to give the
meeting a clear and
descriptive title.
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Meeting Options:
Change who can bypass
the lobby,who can present,
and other permissions.
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STEP 2:
Creating from Calendar-
choosing preferred time and
expand meeting now
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Sharing Meeting;

Select People,

Click share invite ot Copy Link

to send the meeting invitation to

participants.
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