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Opening Calendar

You can click onto the calendar icon along the bottom left of your Outlook screen (below
your folders).

B QQ o

You can also right click onto it to open it in a new window so you have both email and
calendar open at the same time and can flick between the two.

[: Open in New L‘:mi.‘..]

Dock the peek
Show the peek
Qptions...

Laas
- >

Note: Your Outlook calendar syncs automatically with your Teams calendar.

Ways to create a meeting:

There are several ways of creating a meeting in your Outlook calendar.

e Use the ‘New Meeting’ command in Home tab

e

New
Meeting

e C(lick onto New Teams Meeting command in the Home tab

e G

Meet New Teams
Now Meeting

Teams Meeting

e Right click into a space in your calendar and choose one of the options.

E New Appointment

New All Day Event

ﬁ'g New Meeting Request

E\' New Recurring Appointment
New Recurring Event

New Recurring Meeting
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e Double click onto a space in your calendar, then complete the set-up box that opens
(you may have to click onto Teams Meeting command to convert to a Teams

meeting)

File Appointment

A |

Scheduling Assistant

m Calendar

Insert

% ) dl 2

Draw Format Text Review Help Q Te

Eshowas [ 1

Attach Delete Teams Meetin Invite 3
- v 9 : 15m
Document Forward Meeting Notes Attendees Q Reminder:
Undo Enterprise Connect Actions Teams Meeting /Meeting Notes  Attendees (o]
Title
Save &
Close Start time Wed 24/11/2021 1 12:30 v| [OAlday [ @& Timezones
End time Wed 24/11/2021 (=31 1300 w| < Make Recurring
Location

Your calendar will be displayed in whichever ‘view’ has been selected - usually a week.

In the top right corner, you can amend this viewing choice by choosing the drop-down box:

)
sy W 01|
Day
@ Work Week
Week
Month

\ E Schedule View /
|

Tomorrow
55°F/37°F S

You can choose between day, work week, week, month or schedule view. Schedule view
displays your calendar horizontally rather than vertically.

18 November 2021

08:00 09:00

‘alendar
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Home Tab
The Home tab is where you will find the most commonly used commands. It has groups
named New, Teams Meeting, Go to, Arrange, Manage calendars.

File Home  Send/Receive  Folder  View  Help Enterprise Connect

ﬁ 1 ° ﬁ E Jr @ A% Browse Groups |  Search People
l\;ﬁ @ NB * n n E E @ Address Book
ew ew

New Meet NewTeams | Today Next Day | Work | Week Month Schedule Add Share
Appointment Meeting Items~ | Now Meeting 7 Days Week View Calendar v Calendar v
[ New Teams Meeting GoTo N Arrange [ ] Manage Calendars Groups Find
New

You can use this group to set up a new appointment or new meeting, send a new email, set
up a new contact or task.

New appointment

File Scheduling Assistant Insert Draw Format Text Review Help Q Tell me what you want to do
d |0 03 (2] S W, = O | BR B [ Q] [

| High Importance

Attach Delete Teams Meeting Invite : P Recurrence | Categorize * Dictate | Immersive
=) : [\ Reminder: 15 minutes  ~
Document Meeting Notes Attendees v Low Importance Reader
nterprise C... Actions eams Me... /Meeting N...| Attendees Options Tags Voice Immersive

Title
Save &
Close time Thu 18/11/2021 5 o000 v/ OAlday [J @ Timezones
End time Thu 18/11/2021 E 08:30 w| O MakeRecurring
Location

If you do not use the ‘invite attendees’ command, this will remain an appointment sitting in
your calendar to remind you of a task or an appointment you have to attend.

However, at any time you can easily change an appointment into a meeting. Click onto
Teams Meeting command or ‘Invite Attendees’ and the set-up box will change to a meeting.

For help with the commands along the top of he New Appointments ribbon, please see the
New Meeting section from the following page.
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New Meeting

Clicking onto New Meeting brings up the set-up box, similar to Appointments but with a few
extra commands relevant to meetings, such as ‘Join Teams Meeting’, ‘Meeting Options’ and

fields in which to invite attendees.

File [Meeting ] Scheduling Assistant Insert Draw Format Text Review Help Q Tell me what you want to do
A | m X |@g| 58 cmew |- BE o8 )|
Co o X8 < Recurrence - | <
Attach Delete _y _ | Join Teams Meeting Dpn't Host | Meeting | Cancel ' Q5 mimtes Categorize * | Dictate | Immersive | Google
Document Meeting Options [Online Notes | Invitation =] ~ - A Reader | Meet~
Enterprise... Actions Meeting... Attendees Options Tags Voice Immersive | Google...
(i) You haven't sent this meeting invitation yet.
Send Required
Optional
Fri 12/11/2021 B3| 1530 v OAlday [J & Timezones

Fri 12/11/2021 (i 16:00 wv| | < Make Recurring

Location Microsoft Teams Meeting

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Learn More | Meeting options

G

View
Templates

My Templates! ~

[F& Room Finder

Note: you can also use a ‘quick compose’ approach and simply double-click or right click on

a free space in your calendar to produce a meeting set-up box as above.

e Name your meeting by adding a title that gives a good indication of what the meeting is

about.

e Invite your attendees using Required field. If you have people who are not mandatory,
put them into Optional - they will still receive the invite and can choose whether to

attend.

e Remember to set your date and time — it will default automatically to current date and

time, and it is easy to forget to amend this.

e [f you want the meeting to take place more than once, choose ‘Make recurring’ next to
the date and time boxes. This will open the Appointment Recurrence settings box.

Default setting is Weekly.

Appointment Recurrence o<

Appointment time

Start: 08:00 ~
End: 08:30 ~
Duration: 30 minutes ~

Recurrence pattern

O Dait Recur every 1 week(s) on:
@ D Monday DTuesday DWednesday Thursday

O Monthly [ Friday [ saturday [J sunday
O Yearly

Range of recurrence
Start: | Thu 18/11/2021 ~ | @ Endby: Thu 05/05/2022 ~
O End after: 25 occurrences

() No end date
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Set your meeting to recur daily, weekly, monthly or annually.

e For Daily, you can further set the recurrence at every 2-3-4-5 (etc) days, or every
weekday.

Recurrence pattern

@Every |1 | dayls)

O weekly (O Every weekday

e For Weekly, you can select more than one day in the week as long as the time remains
the same. You can also choose for it to recur every 1-2-3-4-5 (etc) weeks. Weekly is the
default setting when you first open the ‘Make Recurring’ box

e For Monthly, you either choose the set day of the month on which to hold the meeting
OR can nominate the third Thursday of every 3 months, for example.

Recurrence pattern

O Daily @®Day |18 | ofevery |1 month(s)

OWeekIy OThe third Thursday of every |1 month(s)

e For Yearly, you either set the recurrence for a specific date each year OR choose, for
example, the first Monday in November each year. Again, you can use Yearly to set your
recurrence every 1-2-3-4-5... years.

Recurrence pattern

O Daily Recur every 1 year(s)
O weekly Qon: | November

O Monthly

@reary >

©0n the: first v of 'November |«

e Range of Recurrence:

Here is where you choose what date to start your range of appointments and for how long
they happen.

Range of recurrence
Start: | Thu 18/11/2021 v| OEnd by: Mon 03/11/2031 v
OEndafter: |1p | occurrences

(® No end date

oK Cancel

You can choose an ‘End by’ date, to end after a set number of occurrences, or have no end
date (so to take place indefinitely).
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Join Teams meeting

Wl

Join Teams Meeting Don't Host
Meeting Options  Online

Teams Meeting

To open a meeting or join it, you can click onto the ‘Join Teams Meeting’ command.

Meeting Options

As meeting Organiser, you can set some meeting options here, such as who can bypass the
meeting lobby, who can ‘present’, and when to allow meeting chat. Don’t worry if you
forget, you can do these at a later point, including during a meeting.

Note: whoever creates the meeting is the Organiser and is the only one who can make or
change these settings.

y-
Default is this option but you can change
to Everyone, People in my organisation,
Peos o nd 9 — People | invite, or only me.
28
= aller
r
ey
3 Y
" Default is this option but you can change
. - to People in my organisation and guests,
very
Specific people, or Only me.
A v ] O \ /
atten
sttendee
O r matica
¥ g N
Default is this option but you can change
-———»>
Enabled to Disabled or In-meeting only.
N P
Attendees

Cancel Address Check | Response
Invitation Book Names|Options v

Attendees

You can cancel the invitation here, add attendees, and set your response options.

v Request Responses
v Allow New Time Proposals

v Allow Forwarding

Response options
These are tick boxes for the following:

e Do you want people to tell you they will attend?
e Do you want your invitees to be able to suggest new times?

e Do you want your meeting invitation be forwarded to others? Anyone with the link
could attend.
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Options
EShow As: DBusy O

L Reminder: [15 minutes ) Recurrence

Options

Within this group you can set a reminder and the recurrence of your appointment. You can
also change how the appointment displays in your calendar.

Show as: this lets you choose what shows in this time slot on your calendar. Default for an
appointment is Busy, but you can change this to Free, Working elsewhere, Tentative or Out
of Office.

Reminder: the default is 15 minutes, but you can use the dropdown to select either no
reminder or options between 5 minutes and two weeks.

Recurrence: brings up the same boxes as the ‘make recurring’ command on pages 6-7.

Tags

o
- High Importance

Categorize *
v Low Importance

Tags

Private

This is where you can set your appointment as Private. Doing this means that nobody else
can read the title and contents of your appointment, merely see it as ‘busy’ in your
calendar.

At any point, even after set-up, you can click into the appointment in the calendar and then
click on the Private icon to switch between on and off.

Categorise

As with emails, you can set categories for your appointments. For example, if you work
across multiple teams or projects and like to see easily which appointment is with which
team, use categories to change the display colour in your calendar, as with this example:

o Wednesday Thursday Friday
J 10 11 12
Categorze
Weekly status Report : Microsoft Tear o
= I Tech Transformation Daily Standup ; o I Tech ion Daily o I Tech ion Daily e
o ¥ Tech Trans Work Group Message: Micro
] Coffee Catch Up: Microsoft Teams Meo

- € ¢ | phone vet and collect scrabble’s meds tc

Data Cleansing Review watch MS sessions
— ! Microsoft Teams Meeting
Nosheen Younus

—

Click onto All Categories to set your colour names and set up your categories, as well as
delete or rename any.
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Scheduling Assistant
Scheduling Assistant can help you see who is free for your proposed time/date.

When you input your invitees names, the system can tell if they are free or busy for your
meeting, showing a blue bar. To find a convenient free time, just move the bar to fall into a

gap in everyone’s ‘row’.

= Start time ye 09/11/2021 =7/ o830 ~| [ Al day O&
Send End time ﬁ 09:00 - <> Make Recurring
09 November 2021
13:00 14:00 15:00 16:00 08:00 09:00 10:00 11:00
v Required Attendee
© Maxine Craig
© Andrew Payne (D&T)
Add required attendee

"Insert’

File Meeting  Scheduling Assistant  Insert  Drz

D=R=Nr A==

Attach Putlook Business Signature Table Reuse
File v ltem  Card v v ne Files
Include Tables Reuse Files

This tab is how you attach a file if you want to include documents in your meeting invitation.

Include group - Attach file
Attaching files to a meeting invite is the same process as attaching a file to an email.

Click onto the drop-down arrow and you get the option of ‘Recent Items’, ‘Browse Web
Locations’ or ‘Browse this PC'.

0 R—r ) s ass — v >
D™= m 2 Ire) | B & &
Attach | Outiook Business Signature Table Reuse Pictures Shapes kons 30

Fle ~ Rem Cad~ - v Fles v v Model:

NERDR: S— 4

m\ Owtiook Desktop Guide V1 Nov 21

b arer

m" Y Owutlook calendar quide
barmard QU - frYy epount m » pe M » maxine_Crang D

/ﬁ Browse Web Locations

7 eowse s P ]
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What do these each mean?

‘ Recent Items are those you have accessed recently. If you click onto one of these, it
will display the ‘how do you want to attach this file’ options.

‘ Browse this PC — allows you to attach a document straight from your computer’s
desktop if you have it saved ‘locally’. This will be a copy of the document, not the live
document itself.

Browse web locations — allows you to share documents online. Click onto OneDrive
and it will open a list of your OneDrive files and folders.

Organise v New folder

| Attach Jtem

A [0 Name

Attachments

@ OneDrive - Barnardo's

L 7 Browse Web Locations Attachments

e Case Management Desktop

Bl Desktop Documents

" 7 Browse This PC.

Encryption from DG
Guides

OneDrive - Barnardo's
. mane. rag@banardos.org vk

B Sites - Barnardo's

mu e ChgPbarnardos.org uk

Click against the document you want to attach, then click ‘Insert’.

You will be asked how you want to attach:

How do you want to attach this file? X

D Share link ==
o

) Recipients can see the latest changes and respond in real time.

U™ Attach as copy

Everyone receives a separate copy of this file.

What is the difference?

Attach as a copy takes up space on your email because it attaches a physical copy to
it. (Current Outlook limit for file size is 20mb.)

This is a copy, NOT a live version so it’s important to remember that this means each
recipient gets their ‘own’ copy and, therefore, would return their own copy if changes were
needed.

‘ Share link takes up no space on your email because it simply attaches the link to
your live document. This way, your recipients can collaborate on it in real time.

To clarify, sharing as a link displays your attachment with a cloud icon —

Timetable for MS live event training.xlsx o
Organization can edit
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Links

You could instead put a link into your invitation. It will insert a hyperlink to a webpage or
document. As with the ‘attach file’ options, you get a choice of your recent items, but also
can use ‘Insert Link’.

Click on the drop-down arrow under ‘Link’ and you get a list of your recent documents to
choose which it then inserts into your email via the hyperlink.

S| [
&) n
Link | Bookmark

Outlook calendar quide
Maxine Craia’s r

n'« stuff to be posted next week
o Maxine Craia's neDr Barr

@ [nsert Link.

Remember that you can have a hyperlink leading to somewhere else in your document. Use
‘Place in this document’ for this.

Click onto ‘Insert link’ and your File Explorer folder will open for you to find the file you want
to link to.

Insert Hyperlink ? X
Link to: Text to display: ScreenTip...
o) Look in: %] Documents v| |2 Q
Existing File =
or Web Page Custom Office Templates Bookmark...
Current Office Scri
Folder ice Scripts
%] OneNote Notebooks Jarget Frome...
Place in This. Zoom
Document Browsed
Pages
Create New Recent
Document Files
Address: [ v

E-vmail
Address
OK Cancel

Your link will then appear in your meeting invitation.

Hi Al
Please use the link to reach the meeting agenda.

@ stand-up meeting agenda 23.11.21.docx

Microsoft Teams meeting

Join on your computer or mobile app

Click here to join the meeting
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Review

File Meeting  Scheduling Assistant  Insert Draw  Format Text
abc = )) © Y,
» @ =123 A DA‘( P A i

Spelling and Editor Thesaurus Word Read Check Search = Language
Grammar ¥ Count Aloud = Accessibility v
Editor Speech Accessibility Insights Language

Review is where you check your spelling and grammar, the accessibility of what you have
written, or switch to another language. However, in a meeting invitation there may not be
much to check so please refer to the Outlook Email user guide if you wish to know more
about Review tools.

[ https://inside.barnardos.org.uk/outlook-training-and-guidance ]

Home tab — Teams Meetings group

Meet | New Teams
Meeting

Teams Meeting

If you want a quick ad-hoc meeting on Teams, you can use the ‘Meet Now’ button. Clicking
onto ‘Meet now’ opens a Teams meeting screen immediately - as below - where you can
name the meeting and set your audio/video controls.

Choose your audio and video settings for

New meeting

@ Computer audio

PC Mic and Speakers
[ \{]
Your camera is turned off 9 O (]}

Room audio

Don't use audio

Once you click onto ‘Join Now’, you will be in the meeting and can start inviting people by
using the ‘Invite People’ link box that appears in the middle of your screen. (if you click onto
the ‘copy meeting link’ it will save to clipboard) .
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Invite people to join you

(<o) Copy meeting link

Type a name(s) into the ‘type name’ field and share invite.

B &
Participants

Type a name
(= Share invite

~ In this meeting (1)

( h Maxine Craig

Organiser

Or use the ‘request to join’ option that appears next to a person’s name. This will call them
straightaway to join your meeting.

Not in this meeting

Request to join

‘Go To’ group

P
& ]

Today Next Date: Sat 27/11/2021 v
7 Days Show in: | Day Calendar v
GoTo
OK Cancel

This lets you go straight to a particular date in your calendar. Click onto the small arrow in
the corner to complete the date box options and Outlook will go to that date in your
calendar.

Outlook Calendar user guide V1 Nov 2021 13



Arrange group

ol |=i
Day | Work Week Month Schedule
Week View

Arrange

This is your calendar view mode. Choose between day, working week (you can set your
own), week, months or schedule view, which displays your calendar in a horizontal layout to
make it easier to see multiple calendars at once to see when everyone is free.

24 November 2021 25 November 2021

15:00 16:00 08:00 09:00 10:00

Calendar Weekly [ Tech
status Transfo
rmation

12:00

Microso § Daily

ft Standu
Teams P
Meetin Moham

g mad

Moham § Raza
mad Khan
Raza

Khan

Work Week

As not everyone’s working week is 9-5 Monday to Friday, you can tell Outlook what to
display when you choose ‘work week ‘ view.

To do this, click onto the small arrow in the corner of the * Arrange’ group. Your Outlook
Options box will open (same as if you went in via the File area in top left of Outlook). The
Calendar section will automatically open, displaying the ‘Work time’ options for you to set.

G | . I ,
enere ﬁ Change the settings for calendars, meetings, and time zones.

Mail

Calendar | mork time \

Groups F{ Work hours:
People @ Start time: 08:00 ~
Tacke End time: 17:00
Work week: Sun [v| Mon |v| Tue v Wed |v| Thu [v| Fri Sa

Search
First day of week: | Monday =

i e \ First week of year: | First 4-day week ~ /
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Manage Calendars group

4+

Add Share
Calendar v Calendar v

Manage Calendars

Here you can add a calendar to your list of ‘other’ calendars or share a calendar.

To add a calendar, click onto the dropdown arrow and choose from address book, room list
or the internet.

@ From Address Book...
D, From Room List...
@ From Internet...
Create New Blank Calendar...

63 Open Shared Calendar...

View tab

File Home Send /Receive Folder View Help Enterprise Connect

G Y OEEE /-

Change View  Reset Day | Work | Week Month Schedule
View v Settings View Week View

[ Current View Arrangement l&]

This tab has groups for setting Current View and Arrangement.

Current view group

Click onto the dropdown arrow and choose from Calendar view, Preview, List view or Active
view.

= IEBEI

Calendar Preview List Active

Manage Views...
Save Current View As a New View...

Apply Current View to Other Calendar Folders...

Calendar view is the one you are used to. Preview shows an entire month. List shows every
one of your meetings/appointments in a list that you can filter by headings:

DO |Subject Location Start & End Recurrence Pattern Categories
v (none): 28 item(s)
ﬁ induction courses x3 Tue 09/03/2021 14:30 Tue 09/03/2021 16:30 [l Task -can be moved, Corporate
ﬁ Edlipse - training objectives teams Tue 23/03/2021 14:00 Tue 23/03/2021 14:45 D Data cleanse work
ﬁ send 0365 surgery invites Thu 01/04/2021 11:30 Thu 01/04/2021 12:00 D Task -can be moved
ﬁ @) looking at OneDrive & Outlook g... Microsoft Teams ... Wed 07/04/2021 09:00 Wed 07/04/2021 09:30 |:] Retail
ﬁ Cymru Eclipse Catch Up Microsoft Teams ... Wed 07/04/2021 13:00 Wed 07/04/2021 14:00 D Data cleanse work
E Training Catch-up Microsoft Teams ... Thu 08/04/2021 14:30 Thu 08/04/2021 15:00 D Data cleanse work
ﬁ Training Discussion Microsoft Teams ... Mon 12/04/2021 10:00 Mon 12/04/2021 11:00 |:| Data cleanse work

—
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Arrangement group

= E S E

Day | Work | Week Month Schedule
Week View

Arrangement N

This is the same as the Arrange group on the Home tab, except it also has a Time Scale
command.

Clicking onto ‘time scale’ lets you change the way your days are divided up in Calendar.
Current default is 30 minutes, which means your calendar is divided into 30-min segments,
but you can change this to 60 mins, 15 mins, 10 mins, 6 or 5 mins.

@'ﬁmeScalev l . _

60 Minutes - Least Space for Details
v 30 Minutes

15 Minutes

10 Minutes

6 Minutes

5 Minutes - Most Space for Details

Change Time Zone...

You can also change your time zone within this command.

Outlook Calendar user guide V1 Nov 2021 16



Using the File area for Outlook Calendar

The File tab is in top left of your Outlook screen and gives you access to a lot of tools to

customise your Outlook, including Calendar. Click onto Options at bottom left.

Home Send /Receive Folder View

Options

Exit

Choose Calendar from the list.

General

Mail

Enm

There are sections for Work time (see page 15 above), Calendar options, Display options,

Time Zones, Scheduling Assistant, Automatic accept or decline, and Weather.

Calendar Options

Useful settings in this section include adding online meeting capabilities to all meetings,
setting the default duration of new appointments/meetings, shortening appointments by

having them start later or finish earlier than the full hour, changing the default reminder of

15 mins, setting allowance for invitees to propose new times.

Calendar options

F‘/ v| Add online meeting to all meetings G

Default duration for new appointments and meetings: 30 minutes ¥ ]

v| Shorten appointments and meetings: | End early v

Less than one hour: | 5minutes ~

One hour or longer: | 10 minutes ¥

v| Default reminders: | 15 minutes ~
S

v| Allow attendees to propose new times for meeting

Use this response when proposing a new meeting time: f) Tentative ~
Add holidays to the Calendar: | Add Holidays...
Change the permissions for viewing Free/Busy information: | Free/Busy Options... Other Free/Busy...

Enable an alternate calendar

v v

v! When sending meeting requests outside of your organization, use the iCalendar format

Show bell icon on the calendar for appointments and meetings with reminders

Outlook Calendar user guide V1 Nov 2021
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Default duration

When you create a new meeting, Outlook automatically makes it 30 minutes long. If you
want another default, choose between 30 mins, 1 hour, 1.5 hours or 2 hours.

Shortening meetings:

This enables you to adapt the meetings you create so that they are not ‘back-to-back’. For a
meeting shorter than one hour, you can choose to start a meeting 5/8/10 minutes late or
end a meeting 5/8/10 minutes early, even when you have booked ‘on the hour’ in your
calendar. If the meeting is one hour or longer, the choices are 5/10/15 minutes. This gives
people time to have a small comfort break if they have a lot of meetings.

Default reminder

If you are someone that likes a reminder to be half an hour before a meeting, or 5 minutes
before rather than the default 15 minutes, you can set it here. There is a range of timescales
from 0 minutes to 30 mins, from 1 hour to 18 hours, or 1-4 days and 1-2 weeks.

Display options

Display options

Default calendar color: | G ~

Use this color on all calendars

Show week numbers in the month view and in the Date Navigator
When in Schedule View, show free appointments

v| Automatically switch from vertical layout to schedule view when the number of displayed
calendars is greater than or equal to:

v| Automatically switch from schedule view to vertical layout when the number of displayed

calendars is fewer than or equal to:

The default maximum number of calendars displayed in vertical view is 5, which means
when you open 6 or more calendars to look at, Outlook automatically switches to Schedule
View to make it easier for you to see all calendars. You can change this via the dropdown
arrow (from 2 up to 30).

The default minimum number of calendars displayed in vertical view is 1, which means
when you open one calendar to look at, Outlook will always open it in vertical view unless
you choose another view. You can change this via the dropdown arrow (from 1 up to 29).
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Time Zones

IIIIHIHIHII
@ Label:

Time zone: | (UTC+00:00) Dublin, Edinburgh, Lisbon, London v ]

Show a second time zone

Label:

Time zone: v
Show a third time zone

Label:

Time zone: Y

At any time, you can change the time zone in Outlook so that it matches your current
geographic location. Changing the time zone in Outlook is the same as changing it in the
Windows Control Panel, and the change is reflected in the time displays in all other
Microsoft Windows-based programs.

Click the time zone you want to use. When you change time zones, the Windows clock in
bottom right of your screen changes too.

12:45
25/11/2021

%G D

For more help on Time Zones and how to use a second and third time zone, please see
Microsoft’s ‘Add, remove or change a time zone’ page.

https://support.microsoft.com/en-us/office/add-remove-or-change-time-zones-5ab3e10e-
5a6c-46af-ab48-156fedf70c04

Automatic accept or decline

Automatic accept or decline

| Automatically accept or decline meeting requests. ﬂ Auto Accept/Decline... H

You can set auto-actions on meeting invites. Click onto the Auto Accept/Decline button and
an options box appears for you to tick to either ‘automatically accept meeting requests and
remove cancelled meetings’, or ‘auto- decline meeting requests that clash with an existing
meeting’, or ‘auto-decline recurring meeting requests.

Automatic Accept or Decline 4 X

C/*

Automatically accept or decline meeting requests.

E] {Automatically accept meeting requests and remove canceled meetings:

Automatically decline meeting requests that conflict with an existing appointment or meeting

Automatically decline recurring meeting requests
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