Outlook 2007: Responding to a Meeting Request

Responding to a Meeting Request

Meeting invitations appearthe emaillnbox and argrecededby a calendar icon.

Whena usereceives the invitationby e
mail themeeting will be automatically
entered on the usefs calendarand
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4. A new window will appear. Choose to:

a.
b. Sendthe reponse immediately
c. Dond senda response
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Edit the response before sending
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This meeting has been accepted and wiill
l be moved to your Calendar. Do you want

to include comments with your response?

_ Edit the response before sending.

(@) send the response now.

(") Don't send a response.
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5. If thefirst option is chosen hie wser
has theopportunity to add any mes-
sagehe/she choees.

6. If a use acceptsthe invitation, the
usefs calendar will hgpdated au-
tomatically.

7. If a usedeclines themeeting will
be removed

8. If ausemproposes a different time
for the meeting, the requés will re-
spond to the us@rproposal.

9. On theNavigation Pane click on

Calendar. Navigate to the meeting.

10. To see theetails of ameeting,
double click on the meeting
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Receiving a Meeting Response

Theuser who created the
meetingwill receivean e-
mail response(from each
invitee who espondsiEmi-
lar to the one on the right.

Any comments made by
the invtee willappear in
thebody of the email.

To track meeting responses:

On theNavigation Pane clickCalendar.
Openthe specific meeting

Click the Tracking icon in theribbon.

A list of all invitees and the@sponses to
date will be shown.
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Only the personrequestinga meeting(owner of the meeting)can change the meeting time
or place, or cacel the meeting. If the owner makes a change, all invitees will receive an e
mail notification and their calendars will beupdated automatcally.
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