
Office 2007:  Creating Appointments and Events       1  
September 2009 

 

Outlook 2007: Responding to a Meeting Request 

 
Responding to a Meeting Request 
 
Meeting invitations appear in the e-mail Inbox and are preceded by a calendar icon. 
 
When a user receives the invitation by e-
mail the meeting will be automatically 
entered on the userõs calendar and 
marked as tentative until the user re-
sponds. 
 
 
 
 
 
 
 
 
 
 
 
 
The e-mail the user receives looks tenta-
tively like the message on the right. 
 
1. Click one of the icons in the ribbon to 

Accept, Tentatively Accept, De-
cline, or Propose a New Time. 

 
 
2. Comments can be added to the re-

sponse. 
 
 
 
 
 
 
 
3. Click Send to reply to the sender. 
4. A new window will appear. Choose to: 

a. Edit the response before sending. 
b. Send the response immediately. 
c. Donõt send a response. 
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5. If the first option is chosen, the user 
has the opportunity to add any mes-
sage he/she chooses. 

6. If a user accepts the invitation, the 
userõs calendar will be updated au-
tomatically. 

7. If a user declines, the meeting will 
be removed. 

8. If a user proposes a different time 
for the meeting, the request to will re-
spond to the userõs proposal. 

 
 
 
 
 
9. On the Navigation Pane, click on 

Calendar. Navigate to the meeting. 
10. To see the details of a meeting, 

double click on the meeting. 
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Receiving a Meeting Response 
 
The user who created the 
meeting will receive an e-
mail response (from each 
invitee who responds) simi-
lar to the one on the right. 
 
Any comments made by 
the invitee will appear in 
the body of the e-mail. 
 
 
 
 
 
 
 
 
 
 

To track meeting responses: 
 
1. On the Navigation Pane, click Calendar. 
2. Open the specific meeting.  
3. Click the Tracking icon in the ribbon. 
4. A list of all invitees and their responses to-

date will be shown. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Only the person requesting a meeting (owner of the meeting) can change the meeting time 
or place, or cancel the meeting.  If the owner makes a change, all invitees will receive an e-
mail notification and their calendars will be updated automatically. 
 
 


