CREATING OUTLOOK
MEETING REQUESTS

To Create a MEETING REQUEST Go to File
EW then select MEETING REQUEST
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Use the paper clip to add Attachments for guests. (Agendas,
Pictures, Presentations, etc.)

[ Untitled - Meeting - 7] =]

File  Edit “iew |nze ormat Toolz Achonz Help

=1Send | = (I [ &, | 4% Recumence.. T3 Cancellpvitation | ¥ ) @ -

Appaointrent ] Scheduling ]

Invitations have not been sent For this meeting.
Conflicks with anather appaintment an waur Calendar.

[T | |

Subject: |

Location: | j Label: ||:| Mone j

Starttime:  [wed 10/14/2009 | [tzopm +] T allday event

End tirme: [wied 10j14j2009 MEETTTR

V¥ Remindsr: |15 minutes j ﬂ Show time as: |. Busy j

Meeting Waorkspace. .. | [ This is an online meeting using: | J
-
=

Contacks, .. | / Categories... | Private [

& 5tart| E6 Internlt Explarer TH J g Microzoft 0___ ~ LPJ 3 Microzoft Offic... v| ) Teacher of the Ma... | Iﬂ_ﬂ Teacher & Emplop... | | e - 1:22PM

Click here to add content, type notes, or email attendees letting them know
supplies to bring, additional information, agenda, etc.
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After adding all the information to
your meeting request select SEND
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Once you SEND the MEETING REQUEST attendees will receive an email asking them to
ACCEPT, TENTATIVELY ACCEPT, or DECLINE your meeting. They also have the option to
Propose a new meeting time.

The meeting information will be added to attendee’s calendar once they select the ACCEPT button.
You will receive an email letting you know if they accepted or declined your meeting.



TRACKING MEETING REQUESTS
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The Teacher of the Ionth Luncheon is scheduled for Tuesday, Cctober 20th at noon. Please subtnit your campus nomination—|
along with a copy of your review to be read at the luncheon.

T~

Thanks,
Eristin

|

Conkacts... | Cakegories.., | Private [

2} Slall| (& B Irternet Explorer v| |©] 9 Microsoft 0... - |B] 3 Microsoft Dffic... v| I~ Teacher of the Ma... | ] Teacher & Employ... | (< .| 206 PM

Find Your Meeting in
the Calendar and open it
by double clicking on it.

You can see the details
of your meeting when
you reopen it.

Click on the tab that says
TRACKING to review the
requested attendee’s
responses
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Tracking will allow you to
view the attendee’s
response or

SEND UPDATE to
attendees.

Make sure to Save and
Close any changes



