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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. 
 

 
Double click the meeting invitation in your 
Inbox to open it 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 



Client Support 632-9800  p. 2 
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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