How to create  a teams meeting
Ever wanted to meet with friends?colleagues in the same space time?
Callobreate with one another at the same time and share information, heres how….. 
How to Create a Team Meeting in Microsoft TeamsThis Photo by Unknown Author is licensed under CC BY

      🖥️ On Desktop or Web
   Open Microsoft Teams.
1. Click on Calendar on the left panel. 
2. Click on + New Meeting (top right). 
3. Fill in the meeting details:This Photo by Unknown Author is licensed under CC BY-ND

· Title: Name of the meeting.
· Required attendees: Add participants by email.
· Date & Time: Set when the meeting starts and ends.
· Channel (optional): Link it to a specific team/channel if desired.
· Description (optional): Add meeting agenda or notes.
4. Click Save or Send — this will send invites to participants.
                     📱   On Mobile (iOS/Android)
1. Open the Microsoft Teams app.
2. Tap the Calendar icon at the bottom.
3. Tap the + button to create a new meeting.
4. Enter details:
· Title, date, time, participants, etc.
5. Tap Done or Send.


	We hope you Enoy your meeting
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