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Tips for Managing Your Microsoft Outlook* Calendar
Invited to a Meeting

1. When invited to a meeting, an invitation e-mail will be sent. At the top of the e-mail there will be 5 buttons: [image: image1.png]+ Accept | 2 Tentative | X Decline | % Propose New Time | @ Calendar




2. Choose the appropriate response and click. The following message will appear:   
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3. Choose the appropriate response and click OK. 
4. The meeting will automatically be entered into your calendar.
5. On the day of the meeting, a reminder notice will appear on your screen. You may choose to dismiss the reminder or click snooze to be reminded later. You may choose what time interval the reminder will be set.
Setting up a Meeting

1. When setting up a meeting and inviting others to attend, navigate to your calendar. Click the New button in the upper left-hand corner of the screen. 
2. The following screen will appear:
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3. Fill in the information. 
4. If you are inviting others click the Invite Attendees button in the top middle of the screen.

5. Type in all necessary addresses to those invited and click Send. 

· Your meeting will be sent out to all those invited and placed on your calendar. 

· To edit a meeting, simply click on the meeting space in your calendar and make appropriate edits. Make sure to send out the updated meeting notice to all invited attendees. 
Other Tips
· You may choose to view your calendar in several different ways:
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· Choose the button that works best for you.

· You can double click on any meeting scheduled to see the details.

· You can use your calendar to add work deadlines, scheduled phone calls, a day’s work, or any other relevant items.







See Reserving a Conference Room document
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