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How to create a Teams meeting 
 

➢ Open Teams 

 

 

➢ Go to Calendar 

 

 

➢ Create New Event 

 
 



➢ Add/Change Date 
 

 
 

➢ Add Time 
 

 
 

➢ Add Attendee's 
 

 
➢ Save 

 

 

 

 

 


