
CREATING OUTLOOK 
MEETING REQUESTS  

To Create a MEETING REQUEST Go to File 
NEW then select MEETING REQUEST 

The Meeting Request 
Screen will look like this. 



To select Attendees click To and add names 
 
       Add a Subject letting guests know the nature of  
    the meeting 

Be sure to note Location, Date and meeting Time 

After clicking on To you  can 
select attendees from the  
directory.  You can designate if 
they are Required or Optional 
for attendance to your meeting. 
 
 
After you select everyone you 
wish to include in your meet-
ing click OK. 



Click here to add content, type notes, or email attendees letting them know 
supplies to bring, additional information, agenda, etc. 

Use the paper clip to add Attachments for guests.  (Agendas, 
Pictures, Presentations, etc.) 



Use the Scheduling Tab to  
help coordinate convenient 
meeting times for all guests.  
This will allow you to compare 
attendee’s schedules. 
 
 



After adding all the information to 
your meeting request select SEND 

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 

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 



Tracking will allow you to 
view the attendee’s 
 response or  
SEND UPDATE to  
attendees. 
 
Make sure to Save and 
Close any changes 


