Scheduling a Meeting in Outlook

MUSC’s Exchange email and calendar system makes it easy and convenient to check your colleagues’
availability and to schedule a meeting with them via email invitation.

*) To start open your Outlook mail program (Entourage for Mac users also works but the steps will look a
bit different).

Microsoft
DFffice Outl...

*) Open you calendar and either double-click on the time you would like to create the meeting or click the

New Calendar item button

*) Choose an ideal start day/time and end day/time for the meeting and give the meeting a descriptive
subject and location.

Appointment I Scheduling ]

Subject: IMeeting about improving patient care

Location:  |CSB 803

Starttime:  |Thu 2/19{2009 | Jio:soam  w| T Allday event
Endtime:  [Thu2/19{2009 ~| [1rooam |
Appointment ] Scheduling '
Subject: IMeeting about improving patient care

*) Click on the Scheduling tab -
*) The scheduling screen will be displayed, to invite other meeting participants, click the Add Others

Add Others
button in the lower left.

*) The Select Attendees window will pop up. Make sure that the dropdown menu “Show Names from
the:” has Global Address List selected. Type in the last name of the attendee you’d like to add. When you
find them in the list either double-click their name or click the “"Required” button to add them to the list of
attendees.



Select Attendees and Resources x|

Type Name or Select From List: Show Names from the:
|g|anvi|| IGIobaI Address List j
| MName ] Business Phone ] Office
Glanville, Frances G. 792-7964
Glaser, Anthony M.
Glaser, John A, 792-0601 CSB7

Glaser, John P
Glasgow, Julie K
Glass, Raobert aldworth

Glasser, Jessica-Leigh 792-1067
Glassman, Armand B. 792-7742
Glasson, Tanya M 792-4481
Glaucoma,

Glawe, Amanda v
4 I I »

Required - = !Roqers. Benjamin; Gough, Joe; Glanville, Frances G.

Optional - > | |
Resources -> | I

Advanced w | | oK I Cancel

4

Click OK when you are finished adding participants.

*) The participants will now be listed and after a short delay their availability will be represented by

colored bars, according to this key: M Busy %2 Tentative M Outof Office [N No Information

*) You may now choose a free time by clicking on the block of time you desire, adjusting the meeting
start/end times at the bottom of the window, or cIickinF the AutoPick Next button to automatically pick the

AutoPick Next ==

next free time of the right length.

*) When you have selected a time, click the Send button 5 in the upper left. This will
automatically add the meeting to your calendar and notify your participants of the meeting via email.

*) If your attendees accept the meeting it will automatically be added to their calendars and you can
always re-open the meeting and use the Tracking tab to check their responses.

Appointment ] Scheduling ] TrackingP

The following responses to this meeting have been received:

I Name Attendance Response
glRogers Benjamin Meeting Organizer Accepted
=l|Lofmark, Scott L. Required Attendee Accepted

Click here to add a name




