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Create a Team and Add Members
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[bookmark: _heading=h.uj6i5q7tspkf]Create a public team from scratch
1. Click Join or create a team. 
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2. Click Create team. 
3. Choose From scratch. 
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4. Click Public. 
5. Type a name for the team 'Contoso Limited'. 
6. Add a Description (optional). 
7. Click Create. 
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1. Click the three dots, next to ‘Contoso Limited’. 
2. Click Add members. 
3. Type the name of the team members to add. 
4. Click Add. 
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Exercise notes
· If you are adding yourself or family members, type the full email address and add them as guests. 
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Add members to Contoso Limited

Start typing a name, distribution list, or security group to add to your team. You can
also add people outside your organisation as guests by typing their email addresses.
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Create a team

From scratch From a group or team

We'll help you create a basic team. Create your team from an Microsoft 365
group that you own or from an another...
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