HOW TO CREATE A MEETING IN OUTLOOK

Below are the steps to take to schedule a meeting in Outlook (for guidance on how to do it in Teams please follow this
document How to create a meeting in Teams on the training website):
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I. MEETING NAME - this is a text field, provide a name for the meeting, you can additionally select an icon symbol
appropriate to the meeting by clicking on the icon next to the meeting name
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You can also select Optional invitees.
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IIl. INVITEES
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a. select invitees by typing their names (type either first name like john or last name like doe and the directory will
display all people whose first name/last name and or email address contain the name you entered), then select the right
person from the dropdown; alternatively you can type in their whole email address if you know it. If you made a mistake
in the name or are not sure you have selected the right person you - after you selected them, double-click on their
name and it will open their profile in a pop-up window to show additional details that may help you determine if this is
the right person.

b. if you are not getting the right result, you may need to type more letters from the first name/last name/email address
c. alternatively, if you see "Search Directory" link then click on it to get an expanded search

d. for external invitees you have to provide their full email address. When listing people outside the organisation by
their email to include more than one after typing the email address you can type a colon ; and it will turn the selected
address yellow

[Il. OPTIONAL INVITEES

When you click on the “Optional” button an additional field “Invite optional attendees” will display below the primary
invitees field, you can enter names/email addresses of these in the same manner as above.

IV. DATE/TIME/DURATION and

REPEAT OPTION (® 15Jan2025 & 11:15 2 EITG 11:30 AM &
11:00 AM -

Select date and time of the meeting, &J Find a Time >

you can select the duration in pre-set TS0 AM

increments of 30 minutes/1 hour or ©  search for a room o 12:00 PM

you can insert the cursor into the

time field and type in the required =  Type/toinsertfil 12:30FM

duration, such as shown here -->: 1:00 PM

@D 2 sy

You can also toggle the field “All day” to make it an all-day event/meeting/invite.
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REPEAT OPTION - For repeat option, if you would like to set a repeating invite, click on the dropdown arrow next to

“Make recurring” @ Make recurring and select the option from the dropdown menu.

Repeat .
Start 15 Jan 2025
In the “Repeat” dialogue you can select the start date, frequency,
O Repeatevery 1 v [fweek « end date and interval (day/week/month/year):
day
M T w F S S
. week
Occurs every Wednesda)
Jul 8, 2025~ Remf MONth ko
year
S—
Save Discard
Daily options are:
X
Repeat %
P Repeat
Start 15 Jan 2025
Start 15 Jan 2025

— Repeat every 1 ~ day ~

e

"/ Repeat every 2 - days -~
El
Occurs every other day until

Occurs every day until _ N
Apr 15, 2025 ~» Remove end date
Apr 15, 2025 ~  Remove end date

m Discard Save Discard

For a weekly recurrence you can select the day(s) of the week the meeting, for monthly — you can select the day (eg.
15" of every month) or the day of the week (eg. On Third Wednesday of every month), for yearly — month and date of
the day (15 January every year) or the number of the day + day of the week + month (every Third Wednesday of January
yearly). You can also set the end date by clicking on the date drop-down or “Choose an end date”, or make it indefinite
(not recommended).

Repeat

Start 15 Jan 2025

-
— Repeat every 3 v weeks v~

o |

Occurs every 3 weeks on Monday and Friday until

Jul 9, 2025 -+ Remove end date

Save Discard

Repeat

Start 15 Jan 2025

N
= Repeat every 3 - months

(®) On day 15
O On the third Wednesday
Qccurs on day 15 until

Jan 15, 2026 ~ Remove end date

Repeat

Start 15 Jan 2025

= Repeat every year

@ On January 15

O On the third Wednesday of January

Occurs every January 15. Choose an end date

Save Discard

You should also provide the end date for the repeating meeting.
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V. SUGGESTED TIMES

The Suggested times will be shown below the date/time fields as soon as you add invitees, based on their availability in
“Find a time” section which you can access by clicking on a drop-down arrow next to it.

& Find a Time

Wed 15 Jan, 11:00 AM Wed 15 Jan, 11:30 AM Wed 15 Jan, 12:00 PM

2 B2 5a2

VI. LOCATION — put the cursor into the field to start, here you can choose a meeting room (either from a list of
previously used like shown in the screenshot below, or by clicking on “+Browse with Room finder” (refer to "How to
book a room" guide on the training website for instructions on choosing a room), or you can leave the field blank if it’s
an online meeting or no room has been selected yet). You can also toggle the field “In-person event” for emphasis.

© Search for a room or location @ In-person event

Suggested locations
HQ Boardroom (Max 12)
(O Available ¥ HQ Castlebar

Browse with Room Finder

Switch to “Teams meeting” to turn it into an onine MS Teams meeting. D (1 Teams meeting

You won’t see the MS Teams details right away in the invitation/event until you either save it as draft (without adding
invitees). You would see them after saving and re-opening the invite:

@ Test ma

Wed 15 Jan 2025 11:00 AM - 11:30 AM

C)

@

Microsoft Teams Meeting

Test

Microsoft Teams reed help?

Join the meeting_now
Meeting ID: 325 263 675 205
Passcode: nuSjn9R9

For organizers: Meeting_options
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The invitees will see the following:
Test ~

(©  wWed 15/01/2025 11:00 - 11:30 0 Join

n E Test Microsoft Teams Meeting ]

@

Microsoft Teams Meeting

o
ue

invited you Didn't respond 1

6l

" Accept X Dedline

“ Reply * Replyall ~ Forward &

To: @ 365Test Fri 10/01/2025 12:51

-
@

test

N

Microsoft Teams 1eed help?

Join the meeting now
Meeting ID: 323 671 555 171

Passcode: 9MFTGI7n

\_:or organizers: Meeting options j

VII. DETAILS — this is a free-form text field where you can type or insert any text, you can also attach files and pictures,
emoijis, Loop elements, add another spelling language/auto-correction, check for accessibility issues and format the text
(below screenshot shows Formatting bar as an example):
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VIII. RESPONSE OPTIONS IX. AVAILABILITY X. REMINDER

= Response options ~ Busy ~ 75 15 minutes before -

Daon't remind me

+  Request responses Free At time of event

5 minutes before

~  Allow forwarding Working elsewhere
15 minutes before

Hide attendeze list Tentative 30 minutes before

<

1 hour before
Apart from the same options Busy
found in MS Teams invitation
there is an additional option to

“Hide attendee list”

2 hours before

Out of office ] 12 hours before

1 day before

EEXl
w

r 1 week before

These are the choices for
availability shown for the duration
of the meeting in your calendar

Add email reminder

You can set a reminder for your
calendar in this drop-down menu

You can change the default Reminder interval in Outlook settings:

a
Settings View Events and invitations X
Q. Search settings [ | Events and invitations ] .
Weather Events you create
o c
& Mzt Eozoin o =heT Customize settings for events you create. Don't remind me
83 General At time of event
Shared calendars ] Add online meeting to all meetings
= Mail

- 5 minutes before
Customize actions Choose a meeting provider

& Calendar _b‘ P v 15 minutes before

99, Pecple

Work hours and location ) 30 minutes before
Default reminder

15 minutes before # 1 hour before o

2 hours before

[ Shorten duration for all events 12 hours before

1 day before

Invitations from other people 1 week before

Control how invitations, responses, and notifications are handled.

Delete invitations that have been updated by the organizer

|:| Delete notifications about forwarded events

a) In Outlook click on the “Settings” button (cog)
b) Click on Calendar, then Events and Invitations

Under “Default reminder” change it to the interval you wish and click on “Save”.
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XI. CATEGORY

o Categonz ‘ Create new category When you click on the drop-down arrow you can select a
@ Blue category @ different colour category to make your invitations visually
& Green category /’ Colo ’ different.
G Orange category ’!1' A A. A .A. a ,g\ A@ AW A@ ) '
O buplecaegory  f PO VOO =~h A a) you can create a new categor\./ yourself, -and give it a‘ name,
O redcategory  f ... choose acolour and even make it a favourite by selecting a

e, Ve\lowcategor)" star next to the name

New category | d Settings
Search setting
Manage categories ~— e
=h | g Accoum

& Genera

ze and track messages and events related t0 3 project. task. or person

22 People & Orange caregory
&7 Purple category
7 Red catagory

&7 Yellow category

b) you can also create a new category in exact same manner, and or delete/edit and make favourites of
existing categories by clicking on "Manage categories"

XIl. PRIVATE Ilfl' Private

If you wish to make your invitation Private, so that it’s restricted and marked this way, you can click on this button.

X1, SCHEDULING POLL X
G Scheduling poll

This is a very handy feature in addition (7 View all your polls

to the Scheduling assistant that gives

you a quick view of most suitable times Time zone

for all invitees, you can change the date ‘ (UTC+00:00) Dublin, Edinburgh, Lisbo... ‘

and duration in it without having to

- o Durati
change it in the invitation itself uration
Meeting hours D
Date (i) <E>
‘ 10 Jan 2025 ‘

Sort by | Availability

01:30 PM Sz v
02:00 PM Sz v
02:30 PM Sz v
03:00 PM &2 ¥
03:30 PM Sz v
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SCHEDULING ASSISTANT

“Scheduling Assistant” is located in a tab next to the main tab “Event” where you can all the details.

Test - Meeting
== Options ~
Event Scheduling Assistant
+/ Show detailed scheduling data
=~ Options | - ‘

+" Show only my working hours

B send | v [NCEEREIIEVE B 1200PM ~ to 12:30 PM @ Aldy @ )
Wednesday, January 15, 2025
MAM 1T1TAM 12PM  1PM 2PM 3PM 4PM 5PM 6 PM TF
V
Availability %
' Required attendees J
Unavailable
365Test
Available X az|
e —————— e mmEm————— = ——————
® Add required attendee
' Optional attendees
@ Add optional attendee
“ Rooms
@ Add aroom
Ll ——
1 Busy % Tentative % Out of office ¥ Unknown i Working elsewhere Qutside of working hours
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Scheduling Assistant will help you see
whether the invitees have conflicting
meetings for the time you have
chosen and you can move it to the
time that suits most by simply
dragging the meeting bar across.
Another handy feature is the option
to "Show only my working hours" in
Options
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