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Outlook 2007: Creating Meetings (inviting resources and/or others) 

 
Creating Meetings ï Activities that involve others. 
 

Meetings ï Outlookõs meetings feature enables all participants in a 
meeting to be invited at one and notified automatically of any changes in 
the schedule. 
1. In the calendar, click (or click and drag) on the date and time of a 

new appointment. 
2. Click on the New icon at the far left side of 

the toolbar. 
3. Click on Meeting Request. 
4. Enter a description of the meeting in the 

Subject box. 
5. Enter a location of the meeting in the Loca-

tion box. 
6. If the times are not correct, edit the Start and 

End Time 
7. Type or paste the agenda or other informa-

tion in the text box.   
 
 
 
8. OR, go to the Insert tab on the ribbon and click the Attach File icon to 

attach a document.  
9. Select the userõs availability  to others during the meeting time: Free, Ten-

tative, Busy, Out of Office. (Busy is the default during any meeting.) 

 
10. Set a reminder by clicking on the Reminder arrow and select the time 

frame for the reminder. Once set, a small pop-up window will appear on 
the userõs monitor as a reminder.  

 
 
 

 
11. Enter the e-mail addresses of the people to 

be invited in the To box. 
 
Once a userõs name has been listed it will appear in 
the drop-down box for all other appointments or 
meetings as the user beings to type the e-ID . 
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12. Or click To for the address book.  Select Global Address 
List or Contacts from the men and double click on each par-
ticipantõs name to have them appear in the To box.  

 
 
 
 
13. Single click on a name, then single click on Optional or 

Resource to add a name to another category in the meet-
ing. 

14. Click on OK. 
 
 
 
 
 
 
 
 
 
 
15. The meeting window will 

appear again. 
16. In the meeting window, 

click on Scheduling Assis-
tant.  

 
 
 
 
 
 
17. A new window will appear. 
18. A timeline shows the availability of 

each invitee. 
19. If conflicts exist, the assistant screen 

will list alternative times on the 
right side of the screen. 

 
 
 
 
 
 
 
 
 


