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Use the Microsoft® Office Outlook® 2007 calendar to more easily plan and 2l Mail Folders =1
organize your meetings. New “smart scheduling” functionality suggests best times 2, All Mail Ttems vl
and places for your meetings. 3 25t Mailbox
Topics in this guide include: ? ?3 guei::sdsltems

+  Create Your Meeting [J) Drafts

+  Update Your Meefclng 3 InfoPath Forms

+  Cancel Your Meeting

*  Understand Suggested Time and Place

Create Your Meeting

The smart scheduling functionality in Outlook helps you choose the best meeting date, time, and place. In the
steps below, you will pick an initial meeting date, time, and a group of possible meeting rooms in the building
you want. As you go through the steps, Outlook will help you choose an alternate date and time that may work
better for you than your original date, and will show you what rooms are available to choose from.

1. In the navigation pane, click Calendar. See Figure A. Figure A

2. On the File menu, point to New, and then click Meeting Request.

3. In the Subject box, type the subject of your meeting. In the Start time and
End time boxes, select or type a start date and start time, and an end date
and end time. See Figure B.
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4. On the Ribbon, in the Show group, click Scheduling Assistant. Lene Ratkjen
Ludiana Ramos
3 . Markus Rankenburg
5. In the lower-left corner of the window, click Add Attendees. R ssen
Rodrigo Ready
6. In the Select Attendees and Resources dialog box, type the name of the P
attendee in the Search box, select the name from the address list, and then click 7 i ik
Required or Optional. See Figure C. Repeat for each attendee. When you are —
finished adding attendees, click OK. Resouces ->
Lo ]

In the lower-left corner of the window, click Add Rooms. In the Select Rooms
dialog box, in the Search box, type Conf Room followed by the building where Figure C
you want to host your meeting.
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As you type the building location, conference rooms in that building appear at
the top of the room list. See Figure D.

7. Select several rooms from the list, click Rooms, and then click OK. Later, you
will choose the best room for your meeting from this group.

Tip You can select a series of rooms from the list at once by clicking the first
room in the series and dragging the mouse to the last room you want.

8. On the calendar in the upper right of the window, your meeting day appears | /! feoms Al feems g - =)
in yellow. Suggested meeting times for that day appear below the calendar. search: @ Neneonly [ More cobmns - Address Book
) . . . . ConfRoom100 Go | AIRooms [x] AdvancedFind
See Figure E. The Suggested Times list refreshes automatically when you click
. Name Location Business Phone Capacity
a different day. =
’ Conf Room 10072
Note The original date and time that you choose for your meeting may not oo to0e
be optimal for all attendees. See the Understand Suggested Time and Place Conteom 1ees
procedure for more information on choosing the best meeting time and
place for your meeting.
9. Under Suggested Times, click a meeting time. !
10. In the Conf Room box of the meeting time you clicked, click the arrow to T
see all available rooms (if more than one is available). From the list of rooms, e ]
click a meeting room. See Figure F.
Note When you click a meeting room, the check box for the room is selected Fi
. . . ; gureD
under All Attendees. Other meeting rooms are displayed in the attendees list,
but are not reserved or included in the meeting request e-mail message.
11. Click Send. E October 2006 > | |« October 2006 >
SuMo TuWe Th Fr Sa SuMo TuWe Th Fr Sa
Notes . % B S B G IR 3152 B3 W4 E5 W6 7
e Your meeting now appears on your Outlook calendar. To track responses to 8 910 11 12 13 14 8 910 11112 13 14
. . . . @161718192021 @161713192021
your request, double-click the meeting in your calendar and then click the 22 23 24 25126 27 28 2232425%2028
Tracking tab. This shows who has been invited; whether they are required or 2303 10 3 20 At J
optional attendees; and if they have responded. Duration: 1 hour =] Duration: |1 hour [~]
e Meeting time suggestions are not available for recurring meetings. However, if Suggested Times: Suggested Times: 3
you want to reschedule an occurrence of a recurring meeting series, meeting 7:30 AM = 8:00 AM 3
. . Q8 of8free O 3of8free
time suggestlons appear. © 1 room - Conf Room 113/12
1:00 PM 3
@6 offree W
Update Your Meetings 2032::.3"" ©  Conf Room 113/1209 (10)
Change the date, time, and attendees of a meeting in Outlook. e 30| Cont Raom ISR GO AY
© 6 0of 3 free Q6
1. On the To-Do Bar, click the day that your meeting occurs. The details of the ey |1y Ne rooms
day appear in your calendar. Double-click the meeting you want to update. © 5 ofBfree B o anb
See Figure G. 2:00 PM ) No rooms
© 6 0of 8 free v e v
Good Fair M Poor Good | Fair M Poor
Figure E Figure F
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I - e October 2006 b
©® QOctober 11r 2006 [search Calendar =] = S ST T G 5
z W B
[ ——— ANk — 123 4567
& 9 101 12 13 14
- 15 16 17 18 19 20 21
5 223425282058
2 30 31
Awards Presentation
gt 12:00 PM - 1:30 PM
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ﬁ Want to share a recipe with someone else? Go to the pag.. Tue 7/25/2006  Tue 7/25/2006 A d
T | usetnis to record dient i i Thu7/272006  ThuZioos | W
Figure G

2. Make the desired changes to the date, time, and/or attendees of the meeting.

3. Click Send Update.

Cancel Your Meeting
1. On the To-Do Bar, click the day that your meeting occurs. The details of the
day appear in your calendar. Double-click the meeting you want to cancel.

2. On the Ribbon, click Cancel Meeting. If you want to include information
about the cancellation, type it into the body of the message. See Figure H.

Financial Planning & Meeting

nning
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X Delete I " 5| 8,/ Check Names o = { High Importance
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Tnvitations have not been sent for this meeting.
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Seod =T =
Loaation: [w] [ Rooms... |
Start time: | Mon 10/9/2006 [=] '9004m [] ) asy event
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8
1 1
Figure H

Note If you are opening a recurring meeting, an Open Recurring ltem message
appears. Click Open this occurrence to delete the chosen occurrence. Click Open
the series to delete all occurrences of the meeting.

3. Click Send Cancellation.
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Understand Suggested Time and Place , : Good Time (White)—4ll attendees
.. . . 4 Oetoberde ’ are available and several meeting
The original date and time selecteo! for ypur meeting may.not VYOFk for all SuMo TuWe Th Fr Sa rooms are available.
attendees. The calendar helps by displaying the best days in white. : : :: : l: 1: 1: | Fair Time (Light Blue)—some
: : : : : 15[16) 17 18 19 20 21 /| attendees are available and some
After you click a suggested o.Iay on the cglepdar, a list of possible meetl.ng times e . o Do mesting rooms are available.
appears under Suggested Times. The list is color-coded to help. See Figure I. | 233 i !

- Poor Time (Blue)—The smallest
Duration: 39 minutes [i number of attendees are available,

Note When you move your pointer over the Required Attendees line (the “x of y with the least rurmber of mesting

free” line), the names of attendees who cannot attend at that time appear. When S A rooms.
you move your pointer over the Available rooms line (the meeting rooms line), 363?;:'5"“ 2 Required Attendees—Lists required
the rooms that are available at that time appear. ©0of3tree attendees available at that time, Click
RO P the red symbol 1o view the names of
. 7:30 AM 1 the required attendees that are not
Create a Meeting Workspace © 5 0f Stree T available for this time.
O3of 3!:«
Windows SharePoint Services extends your ability to organize and manage © 7 rooms - Conf - Optional Attendees—Lists optional

attendees available at that time. Click
the blue symbal to view the names of
the optional attendees that are not
available for this time,

meetings online by providing the Meeting Workspace feature in Outlook. You
and other attendees can create agenda items, store related documents, and list
decisions made before, during, and after your meetings.

I . Good F W Poo
1. In the navigation pane, click Calendar. o - “~\_ Available Rooms—Lists rooms

available at that time.

2. Inanew or existing meeting request, click Meeting Workspace. Figure |

See Figure J.

Finencial Planaing = Meeting

&8 Meeting Insert Format Text Developer Add-ins
(2] Catendar auase =0 {4 Address Book A - g 2) Private
‘3 * Delete ;" :j K = @ 8/ Check Names et OO o 9 SE 1 High Importance g
m(';v:::;" o~ Appointment s;r:::.r:;q “:.;:‘c:::o“ ) hepnsess & Reminder 15 minutes - Recurrence zﬂmc Categonze PR ERILE Spelling
Actions Show Attendees Options “7 Ploofmvi
Invitations have not been sent for this meeting. |
This appointment occurs in the past.
)
s:Ta.j Sudject | Finandial Panning ’
| | toation: |w! | Rooms.. |
Start time: | Mon 10/9/2006 [=] '9004m [] [ asy event
Endtime: | Mon 10/9/2006 [=] 930 am [~
1 b Meeting Workspace WX
Flg ure J Meeting Workspace 1. Select a location
. . . . Link this meeting request to a http: /it it dminguide | ¥
3. In the Meeting Workspace pane, click Change settings. See Figure K. Meeting Workspace - a shared Web p:/fteom)shes/spaduinguide
site for planning the meeting and 2. Select a workspace
. . . tracking results.
4. Under Select a location, choose a parent site for your meeting workspace, as & G ® Create anew workspace
shown in Fi ure L 9 et 1. Select a template language:
9 : Create a workspace English (U.5.) N
. Use these settings: 2. Select a template type:
5. Click Create a new workspace, select a language and template type, as S T ——
shown in Figure L and then click OK. SharePoint Admin Guide Link to an existing workspace
- Template: f
6. Click Create. The Web address for the new meeting workspace is Basic Meeting Workspace [Chckto select [-]
automatically included in the meeting request. AR
Create OK Cancel
For More Information -
Office Online Web Site: Figure K Figure L

http://office.microsoft.com
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