How do I respond to a meeting invitation?
What are my options for responding?

The message received for a meeting invitation allows it to be accepted,

tentatively accepted, propose a new time, or declined.
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From: Pam Henderson [PamelaH @uwyo.edu]

Reguired: phenderson@uwces. wyoming.com
Optional:
Subject:  Lunch and eBay Marketing

Location: Turtle Rock Cafe
When: Thursday, July 07, 2005 11:30 AM-1:00 PM.

When: Thursday, July 07, 2005 11:30 AM-1:00 PM (GMT-07-00) Mountain Time (US & Canada).
Where: Turtle Rock Cafe

Enjoy lunch at the new Turtle Rock Café while we discuss our marketing strateqy for our eBay store.

e Meeting buttons are available on the Standard toolbar.

o Buttons are Accept, Tentative, Decline, and Propose New Time.

e Click the icon for the desired action.

e The meeting is added to the Calendar when the invitation is accepted
or tentatively accepted.

e A message is sent to the inviter.



