Scheduling Meetings in MS Outlook

» To schedule a meeting in Outlook start by double clicking on the day that you plan to have the meeting.
_
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» The appointment window will open. Type a name for the meeting and enter the proposed start and end
times. You can check the reminder box if you want your computer or handheld to remind you before
the meeting. If this will be a recurring meeting, click the “Recurrence” button.
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> In the Appointment Recurrence window you can set the meeting to recur daily, weekly, monthly, or
yearly. You can also select the day or days of the week that the meeting will take place, and set it to
end after a certain number of meetings, or by a specified date. Click Ok after setting the recurrence.

> To invite attendees and to make sure that staff members are available to meet at the specified meeting
time, click on the “Scheduling” tab. Click in the space under your name in the “All Attendees” list and
type the name of the first attendee. It is a good idea to start with the staff member with the most
restrictive schedule or the one whose attendance is most important. The meeting day is represented as
a time line with blue lines indicating other time commitments. As you add attendees, they will each
have a row that lines up with their name so you can check their availability. The meeting time is
represented by the red and green column that runs through the proposed meeting time on the timeline.
Be careful where you click on the timeline. If you click on another time on the timeline the
meeting will move to that time. You can also adjust the meeting’s duration, start, and end times by
clicking and dragging the green and blue edges of the column.
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Click in the row below each attendee to add another one. You can click the “Add Others” button to

search for attendees in the Global Address List. You can specify whether attendance is required or
optional for each attendee by adding them to either the required or optional box. When you are done

adding attendees click the Ok button.

Once all attendees are added to the list you can easily tell who has the meeting time available on their

Outlook calendar and who does not by looking at the blue rows that run through the proposed time
column. In this example everyone has the meeting time available with the exception of Eileen Brown.
If the staff member has shared his or her calendar then when you move the mouse over one of the blue
(unavailable) rows, you will see a pop up with the conflicting appointments listed.
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» Or if you click the Options button, and select the “Show calendar details” option, then the blue rows
will show brief appointment information for any staff member that has shared his or her calendar.



» When you click the “AutoPick Next” button the timeline will automatically move to the next time slot
that all attendees have available. This makes it easy to find a meeting time that everyone can attend.
The button to the left of the “AutoPick” button with the double arrows will find a time previous to the
proposed meeting time that all attendees have available.

i Outlook Calendar Training - Meeting JS[= 3 | I i Mect me for Lunch? - Meeting =]
I ot Tooks  Acims  Help Fle Edt View [set Fomat ook Acions Help
g .Y 5] itatic 1] I ) \ =
Slgend | I W 8 ORecurence.. ffCancellviaion | 4 | X | @ B + Agoept | ‘2 Tentative |  Decline | % Propase New Time | (G]Calendar... | (3 | X | & - # - | @ =
Appointment | Scheding |
Please respond. |
v | e Canflicts with anather appointment on your Calendar.
: 8:00 s:00 000 1uo0 1200 Erom: e Sent: Mon 10/2/2006 5:40 AM
I Attendees | Required:  Weiser, Dan
ERR Dan | Dan/ Tm V] = Optional:
[Robin | [ Dan / Tim W Parene invsl] SquJect“ Meet me for Lunch?
Location:
Parent nvel When:  Friday, October 05, 2006 12:00 PM-12:30 PM.
| =
4 _>|_I
_paschers v | omow w| [wed 107372006 |7 [ev0am | 7]
=< L ARFETER > | weetno end tme: [wed 10/4/2005 | feooam ]|
M Busy % Tentstive B OutofOffice [ Mo Information LI

» Once you have the meeting time selected and all of the attendees on the invite list, click the send button
and everyone on the list will receive an e-mail invitation to the meeting. Staff members can respond to
the meeting request by clicking either the Accept, Tentative, Decline, or Propose new time buttons.

If the Accept or Tentative button is clicked, you will have the option to edit your response before

sending it. You can then add information to your response. You will see appointments automatically
added to your calendar unless you decline them. They will be erased from your calendar once you

decline them.
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> If you click the “propose new time” button, a window will open with the scheduling timeline. You can
look at the availability of all attendees on the list and drag the meeting column to another time. Once

you find another possible time for the meeting, click the “Propose Time” button and the proposed time

will be sent as an invitation to all attendees. If they accept the new time, the meeting will
automatically be changed on each attendee’s calendar.




