Respond to Meetings That You Are Invited To

When you are invited to a meeting, the Meeting invitation is received in your Inbox and can be
identified by the invitation icon. The meeting does not appear on your Calendar until you
ACCEPT it.

& — | = . . . . . .
Cl Mewhessage @) Reply ™ GEReplyioall ™[5 Forwart poyple click the meeting invitation in your
|v Sender & |5ubje|:t S |nb0X tO Open |t
=] Mlare Lee Fe: Bl records reports
(=) hdare Lee Bl recordz reportz
= hlar Lee Ireeitation: Review of reports
degrees awarded (dug 151
Ajd Conference Room
] hlar Lee Fuw: email workzpace

i'ﬁ’ﬁxccept . Decline BRespnnd' Request Infarmation... CheckCaIendar...i -

Click Acceptto let the
Chair know that you will

be attending the meeting. Click Request Information to
The entry wil send a message to the meeting

automatically be placed M Chair without accepting or  §88, Kim BerliniDoT@SUNYSB, Lalit
on your Calendar. declining.

options. anE@SUNYSE

Click Decline if you are Click Check Calendar to see

unable to attend the what's on your Calendar at the

specified date and time of the
meeting.

meeting.

Client Support 632-9800 p.1
http://clientsupport.stonybrook.edu 8/22/2008 for Notes 8 Basic




Change Your Response

You can change your response at any time by opening the meeting invitation in your Inbox and
choosing a different response.

Or, if you originally accepted the meeting and it is displayed on your Calendar, you can click
Participant Actions.
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