Invite Others to a Meeting

er ore™  Filter by =
. Open your Calendar
beeting
Appointment Click the New action and select Meeting
All Day EBvent ] o
Anni (Select Event Announcement if you want to send this invitation
nnlversary to a large group and they are not required to respond)
Rerminder
Buvent Announcement

Complete the Calendar Entry Form and then click Save and Send Invitations. The meeting
invitations are sent to the invitees’ Inbox and the meeting is added to your Calendar identified by
the meeting icon.

Save and Send Invitaticns Save as Drafl| Display~ Delivery Options,. Check Calendar..

s i ™ Retum receipt ¥ Sign ™

A= ™ Mark Private
i | Calendar Entry Type a Subject F Natify Me £
i_fa‘} Typs Meeting and select a s

7 ™ Mark Available
Date and Time L !

"Mark Private” so
someone else can't see
. this entry when they
Select repeat options (if applicable). view your Calendar.

Click Required, Optional or FY| to access the BrerDor] “Motify Me" to select
SUNY 5B Address Book and select inviteas. ‘when you want an alarm
to remind you of this
Type the Location for the meeting. If you have entry.
a room in the Resources Reservations
database click the Rooms link below and select
the room.

"Mark Available"” if you
do not want to look busy
. when someone views
your free time.

Client Supp

Whete

" Find Resources...

You can categorize
your Calendar entries!

L Click the Find Available
Type text or attach Times tab to see if the

a file inthe invitees are free to meet

at this time on this date
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Manage Your Meetings

I@é, Owner Actions ~ Iﬂnp*_.flntn Mew~ L} * Maore~ Filter by

Reschedule

Cancel

Confirm

View Invitee Status

Send Message to All Invitees

Send Message to Invitees Who Have Responded
Send Message to Invitees Who Have Mot Responded

The invitees will be notified of the action.

Go to your Calendar and select the
meeting that you are the “Chair” of

Click Owner Actions and select an
action

If the meeting is rescheduled, the invitees are required to respond again.

If the meeting is canceled, it will be removed from your Calendar as well as the invitees’ who

have accepted your invitation.

Confirm will send an email confirmation addressed to all invitees.

View Invitee Status action displays a list of invitees and their responses.

Send a Message will generate an email to invitees (i.e., you use this to send the meeting

agenda).
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Remove Invitees

You can remove invitees after the invitation was sent.

e Double click the meeting on your Calendar to open it

Subject Staff meeting
When Starts |wed 08272008 [ie] | 02:004M [ [Localtime [
P T - B . . = 1 hour
Ends: (wed 082772008 [ig] [10:00AM (] |Local tme
Repeat This enlry repeats
@ View Dates
Who ™ Do notreceive resnanses finm imdtess [ Prevent counternrannsals
Required: demo leader@no e

Click the Remove
Descriptio Invitees link

Select the perzoniz) that vou wizh to rernove:

| demo leader

oelect the name of the
invitee that you want
to remove and click
OK

Click Save and Send
Invitations. The

invitee will receive a
imessage that they are
no longer required to
attend this meeting.
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Add Invitees

You can add additional invitees after the meeting invitation has been sent>

o Double click the meeting on your Calendar to open it

Suhject: |Staﬁ rmeeting
When: Starts:
Ends:
Fepeat:
Wihio:
Feguired:

Feguired:
Ciptional:
Fvl:

Click Add Invitees

To select names from
SUNYSB's
Address Book click
Required, Optional or FYI

Then click Save and Send
Invitations

L=
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