HOW TO:

CREATING
APPOINTMENTS AND
MEETINGS IN OUTLOOK

Click to watch a video detailing this process.
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https://youtu.be/1DXOANyjNHA?si=e1QRBF3m_xZF7QbM

Click here to watch a video detailing this process.

STEP 1.
Open the Outlook App

on a Desktop or
Laptop.

Try the new Outiook (@ o8

Help.
B¢ Meet Now & Teams Meeting ~ | =] m‘ Emy B week [ Month [E] Schedule View rl
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STEP 2: B
Click the “Calendar” 2
icon on the left panel. T

Try the new Outlook (@ o8)
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> Sepgember 30 - October 4, 2024 [5] work Week

STEP 3:
Click the “New
Meeting” button on the <
top bar.



https://youtu.be/1DXOANyjNHA?si=e1QRBF3m_xZF7QbM
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STEP 4:

Enter the meeting
iInformation (e.qg., title,
required attendees,
start and end time).
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STEP 5:

Title meeting test
L] “ L] > ' 9
Click “Scheduling = | =]
‘ Optional ‘
ASSiStant” next to Start time /372024 [ | 1000am ~ | Eastem Time (US & Canac | [ Aday (7] @ Time zones
End time. /2024 £ | w30am v | Eastem Time (US & Canac v | O Make Recurring
“Meeting” on the top = —
bar.
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You should now see :

the required attendee's
availability.
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If the required et o 20 e
el BT e e BT
unavailable, a time | =
block will reflect this.
Therefore, you will
need to adjust the day
and/or time.
im0 ][ 100eM  w ][ Easter Time ws & Cana +| £ Al day @ Time zones

STEP 7 | Thut0/32024 [ ]| 1:30pMm = || eastern Time ws & canac O Make Recurrin

When the required e & e
attendee is available, |

there will be a blank
opening. Click your
desired available time.

STEP 8:
Once atime is
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selected, click “Send
to invite the required
attendee.
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