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0 -__',L o X e
| File. [ Home Send / Receive Folder View
i , =R m=) s ]

New New New Today Nent7 Day | Work Week Month

i~ P WO In the Calendar view, click on

4 New Mesting

S e || ] the ‘New Meeting’ icon.

6| A mesting request allows you to
13 |1 APvie others to-s ngw meeting
2022223825 % gom |
21 28 8 30
9C'3
4[4 My Calendars
[ Catendar 10
4 [ Shared Calendars
O um Conterence Room - 8320 Murphy ¥
11 %
P

P |7 Discuss VDI Roll Qut - Meeting Type in the names Of those you

A= @g _CEERR ol - I would like to invite to the meeting (or
P ssant | on @7 | % 1M Ggrom rnger | T g click on ‘To’ to select them from the

Show Attendees Options Fl Tags

Address Book).

ns have not been sent for this meeting.

Y |
|I'~‘Ia||ick Mark; Spreitzer, Christian k/

Subject: |Discuss VDI Roll Out

Location: |U1T Conference room

Starttime: | Tue 11/15/2011 - 430 PM «| [ All day event
End time:  |Tue 11/15/2011 - [5:00PM -

To check the availability of meeting
attendees, click on the ‘Scheduling
Assistant’ tab.
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@ Please respond.
Adjacent to another appointment on your Calendar.
From: User, Test
Required: Malick, Mark; Spreitzer, Christian
Optional:
Subject: Discuss VDI Roll Out

Sent: Mon11/14/2011 4:53 PM

Location:  UIT Conference room
When: Tuesday, November 15, 2011 4:30 PM-5:30 PM

Tuesday, November 15

4pm

The ‘Scheduling Assistant’
window shows what times are
available for each person
invited to the meeting.

Adjust the date and/or time for the
meeting and click on the ‘Send’ button.

Invited members receive an email
asking for their response to the
meeting request.

(Until a reply is sent, the appointment shows as
“Tentative” on their Calendar.)



