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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): 
 

 
 

 

 

 
 

I.  MEETING NAME – this is a text field, provide a name for the meeting. 

 

II. ATTENDEES - you can select invitees by typing their names (you can 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) 

 

https://training.westerncare.ie/wp-content/uploads/2025/01/How-to-create-a-meeting-Teams.pdf
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III. OPTIONS and OPTIONAL ATTENDEES - you can also add Optional attendees by clicking on “Add optional 
attendees” line which adds “Optional” field below the “Add required attendees”. You don’t need to type commas or any 
other separators between the names, just start typing them and select them from the drop-down list. If you are inviting 
people from outside the organisation by their email, to include more than one, type a colon      and it will turn the 
picture yellow, showing Teams status below the email address as “Unknown”, then you can add more. 

 

 

IV. DATE/TIME/DURATION - select date and time of the meeting, you can select the duration in pre-set increments of 

30 minutes/1 hour or you can insert the cursor into the time field and type in the required duration. 
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V. LOCATION – choose a meeting room, type in the name or leave it blank  

 
 

For guidance on room booking in Outlook you can refer to How to book a room in Outlook on the training website. 

 

VI. ONLINE (Teams) toggle – the invitation (once sent) will contain the online meeting details such as link, meeting ID, 

passcode and other options: 

 

Additional options (XVII see further in the document) become available only when the online option is set. 

 

VII. DETAILS – provide any additional details about the meeting such as additional location details, agenda, notes, etc. 

You can format any text using the options available, as well as insert links, tables, images, Loop components, 

attachments, etc. 

 

 

 

 

 

https://training.westerncare.ie/wp-content/uploads/2024/12/How-to-book-a-room-in-Outlook.pdf
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VIII. LOOP COMPONENT (AGENDA etc.)  – you can add an agenda, meeting notes, Q&A session, follow-up tasks and 

other items here by clicking on “Loop component” icon in the format toolbar: 

 

Explanation of these options can be found here - https://support.microsoft.com/en-US/Loop/use-loop-components-in-

outlook  

 

IX. SINGLE EVENT / REPEAT OPTION TOGGLE – (see IV. DATE/TIME/DURATION for explanation) 

X. AVAILABILITY  

XI. REMINDER 

XII. COLOR CATEGORY 

XIII. PRIVACY 

XIV. PRINT 

 

https://support.microsoft.com/en-US/Loop/use-loop-components-in-outlook
https://support.microsoft.com/en-US/Loop/use-loop-components-in-outlook
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XV. SCHEDULER AND POLL – you can use a poll option if you can’t access everyone’s availability or give this option to 

the group (to see how to use this function please refer to https://support.microsoft.com/en-us/outlook/create-a-

scheduling-poll-in-outlook-for-windows)  

 

 

For scheduler pop-up click on “Scheduler” icon 

 

 

 

XVI. SCHEDULER DISPLAY AND ATTENDEES – alternatively, you can use the visual display to make a selection for the 

meeting date/time (by pressing the expand symbol  you can open the scheduler in a separate window) 

 

XVII. OPTIONS (other) – these include: access, roles, production tools, participation, recording & transcription, Copilot 

and other AI, and accessibility. 

Explanation of these options can be found here - https://support.microsoft.com/en-us/office/meeting-options-in-

microsoft-teams-53261366-dbd5-45f9-aae9-a70e6354f88e 

 

https://support.microsoft.com/en-us/outlook/create-a-scheduling-poll-in-outlook-for-windows
https://support.microsoft.com/en-us/outlook/create-a-scheduling-poll-in-outlook-for-windows
https://support.microsoft.com/en-us/office/meeting-options-in-microsoft-teams-53261366-dbd5-45f9-aae9-a70e6354f88e
https://support.microsoft.com/en-us/office/meeting-options-in-microsoft-teams-53261366-dbd5-45f9-aae9-a70e6354f88e
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XVIII. SEND / SAVE AS DRAFT OPTION – the invitation can be sent or saved as draft 

 

 

To create a meeting/invitation in MS Teams please follow this document How to create a meeting in Teams on the 

training website. 

 

https://training.westerncare.ie/wp-content/uploads/2025/01/How-to-create-a-meeting-Teams.pdf

