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Procedure

Outlook users can create meeting invitations. This is a good way to schedule meetings and to
keep a running count of who is goint to be present at the meetings.
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Follow up by Friday, June 30, 2006 4:00 PM.
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Step Action

1. To begin, click the Calendar shortcut.
Siit| Calendar
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Step  Action
2. Click the New button to schedule a new meeting.
i New - |
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Step

Action

Enter the desired information into the Subject field. Enter "Test Meeting Invite".

Press [Tab].

Enter the desired information into the Location field. Enter "Conference Room".
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Step  Action

6. Click the Invite Attendees button.
Elﬂvihe Attendees
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Action

The meeting invitation is now in the form of an email to be sent out to invitees. Enter
the desired information into the To field. Enter "test5".

Click the Check Name button to find the name of the Outlook user(s) you want to

send the meeting invite to.
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With the selected user highlighted, click the OK button.

[ 1

Bl calendar - Microsoft Qutlook
iiEiNew - | X (Y gH | Today |[T]Day] (5] Work Week [7]week FT|Month | SpFind | [ Typea contactto find  + | @) !
Edit Tools
Test Meeting Invite - Meeting

Edit Insert Actions

Send | 4 ) | (48 B, | £3Recurence... T3CancelTnuitstion | 1§ | X | @!
ystem - A|lB 1 U]

View Go Actions  Help

Fie

View Format  Tools Help

Apporntment | scheduing |

This appaintment occurs in the past.

To.. | Juestd

Subject:  [Test Mestng Invite

‘ Invitations have not been sent for this meeting. ‘

Location: [Conference Room

=] Label: [T rone

Start tme: [Thu 6/25/2006 x| [z:00am " | I &l day event
iy Endtme: IThu 6/28/2006 | [eoam |
B
I¥ Reminder: [15 minutes | e] show time zs: [ 5usy 2
e}
st

Meeting Workspace... | [~ Thisis an online meeting using:  [Microsoft Neteeting v

SIS

Type & question for help -

b Contacts.. | [ Categories... | | Private I~
= —
00
"] calendar 8
&7 contacts 9%
] Tasks 10® |
ol 2| gqm |
0 Ttems. [[5] onine

Page 63



Training Guide

(= | ONDEmAND
Advanced Outlook - A
Step  Action
10.  Click the Send button to send the email to invitees. Once the invitees get the meeting

11.

invitation they will have the option to Accept, Decline, or Mark the meeting as
Tenative.

=1 Send

Congratulations, you have successfully completed the topic on Meeting Invitations.
End of Procedure.
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