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

Creating Meetings 1 Activities that involve others.

Meetings T Outlooks neetingdeature enables all participants in a pf—m———c——"——
meeting to be invited at one and notified automab€allyychanges in |- & » © sty w s
the SChdue [ Appointment Ctrl+N

|| i Meeting Reguest Ctrl+Shift+Q

1. Inthe calendaglick (or click and dragn thedate and timeofa | J - CureshifsE
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new gppointment. :
2. Click on theNew icon at the far left side of |
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Invited Event | Insert ~ FormatText  Developer  Add-Ins
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4. Enter a descriptionof themeeting in the e e &

Subject box j i
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5. Enter a locationof themeeting in the Loca- o
thﬂ bOX Start time: |Mon 10/5/2009 [Z] ANl day event

6. If the times are noboect, edit th&tartand E
End Time
7. Type or paste the agendar other inforna- /
tion in thetext box. ‘

7 Invited Event Insert Fol

8. OR, go to tlelnsert tab on the ribbon and click tA&ach File iconto =53 7
attach a dagnent. |t

9. Selecthe useBavailahlity to others during theneetingime: Free, Te |||~ :
tative, Busy, Out of ffice.(Busy is the default during ary meeting.) stch e o s e F
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10. Set a reminder by clicking on Reminder arow and select the time | = .. au.
frame for theeminder. Once set, a snpdp-up window will appear on s o e v |
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11. Enter thee-mail addressef the people to ﬁ

~ /| Invited Event | Insert  FormatText  Developer  Add-ns

be invited in th&o box ) colend = 142 Addres sook
B [ = | & @ O
Cancel /Appointment|Scheduling | Meeting 3 Reminder: None
~ . . . Invitation = Forward - Assistant | Workspace 3 Responses ~
Once a us& name has been listed it will apped shon Atendees

the dr(p-down bOX for a” Othermoirtments Or | Invitations have not been sent for this meeting.
meetings:s the user beings to type tB & e —
Send

Subject: Training Laptop <Training_Laptop@ad.jmu.edu>
Training User 2 <train02@jmu.edu>
Training User 10 <trainl0@jmu.edu>

Location:

train01@ad.jmu.edu
Start time: | Mion 1uys72009 [ [ZuoEm [¥] all day event

End time: | Mon 10/5/2009 B 12:00 AM
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12.Or clickTo for theaddress book Select Global ddress
List or Contacts from the men and double click onperch
ticipant® nameo have themppearin theTo box

13. Single clickon aname, then single click ddptional or
Resourceto add a name w@nother cakegory in the mee

ing.
14. Click onOK.

15. Themeeting window will
gopear again.

16.In the meeting wdow,
click on Schedulingsts-
tant.

17. A new window will gopear

18. A timeline shows theavaiability of

each invtee.

19.If conflicts exist the asigant screen
will list alternative timeson the

right side of the screen
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Actions Show Attendees Options
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Spelling

Proofing

| Invitations have not been sent for this meeting.

Training User 1; Training User 2; Training Laptop; Training User 15; Training Conference Room
= Subject:

Send
Location:  Training Conference Room

Starttime: | Mon 10/5/2009 |Z| 1200 AM [7] All day event

End time:  Mon 10/5/2009 1200 AM
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