Planning and Scheduling a Meeting in Exchange Using Outlook 2003

There are several ways to do this in Outlook, but this document will focus on one way.
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Login to your Exchange e-mail
account by using the Microsoft
Outlook program on your office
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Go to your Calendar folder.

From the menu bar, click on
Actions and Plan a Meeting.
The Plan a Meeting window
opens.

To look at others Exchange e-
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mail calendars, click on the drop —I—Addomm ------- 2 (008 ¥ et stort time: [ /372007 | [o0am v
down arrow on the Add Others m_k_j from ﬁzd-dre-ss Book... Meeting end time:  |Mon 1/1/2007 | |7:30 AM -
button- M Busy B Tentative [ Outof Office [ Mo Information

Click on Add from Address
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A Select Attendees and Resources window
will open. Required attendees would be
staff you want to come to the meeting.
Optional attendees would be staff you want
to know about the meeting but do not have
to attend the meeting. Resources are rooms
or equipment needed to conduct the meeting.
In the Type Name or Select from List field,
type the last name of a person you want to
attend the meeting. Note: Do not press the
Enter key.

In the Name area, click on the person’s
name to attend the meeting.

Click either the Required or Optional
button depending on the preference for that
person to attend the meeting.

Note: To select other attendees, repeat steps
2a —4a until all attendees are selected.

Select Attendees and Resources

Type Mame or Select from List:
smith, gu

Show Mames from the:

Global Address List

| Name

@ Smith, Gregory Jason Earl
@ Smith, Greta Lynn
Smith, Gulden

@ Smith, Hannah Callaway
@ Smith, Heather Lynn
@ Smith, Heather Lynn
@ Smith, Heather M
Smith, Heather M
Smith, Heidi 5
@ Smith, Herman Anthony
@ Smith, Holly
&k Smith. Hollv Marie

Optional -= b‘

Business Phone

839 32349676

859 323-5643

Drummond, Ed; Smith, Gulden

CK l [ Cancel

Resources are conference rooms, labs, proximas, or other equipment that have been setup on the
Exchange server. Resources on the Global Address list have to be created by campus just like
any other user account on the server. By selecting a Resource, once the meeting is scheduled,
Exchange will send an e-mail to the coordinator of the selected Resource. The coordinator of the
Resource will determine its availability and respond to the scheduling of it.
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Select Attendees and Resources

1. If a Resource is needed, in the Type

Name or Select from List field, Type Mame or Select from List: Show Mames from the:
delete any name that may be in that [ ‘- —— — |G'°ba' Address List V|
field and type the left bracket -
. . | Mame Business Phone
chgracter. It looks like this: [. Room, Fealth Saence 307] =
2. Click on the needed Resource to [Room, Health Sdence 317] =
highlight it. [Room, Health Sdence 322] I
3. Click on the Resources button to add ]
. he R [Room, Health Sciences Research Bldg 204]
1t to the Resources area. [Room, Health Scences Research Bldg 208]
[Room, Health Sciences Research Bldg 244]
4. Once all potential attendees and [Room, Health Scences Research Eldg 310]
resources have been selected, click =
[Room, Health Sciences Research Bldg Atri...
OK. [Room, Health Sciences Research Bldg Cou...
MRoom. Haen HA10 - FME] b’
< | >

[ Reguired -= ] |I3|run1mc:ur1vt:|r Ed; Smith, Gulden; Szeluga, Mary |

[ Optional -= ] |5vc:hilclkcnvavc:lﬂtr Robin; Lehner, Rachelle |

[ Resources - ] ||'F‘.aam, Health Sciences Research Bldg 106] |

L
I OK ]l Cancel l

The Plan a Meeting window re-opens showing all chosen attendees and resources with busy and
available times on their respective calendars showing for each selected attendee and/or resource.

i Plan a Meeting

The color coding is helpful in

. . Zoom: | 100% {Day View) ¥ Wednesday, Ja
plannlng your meetlng' The | |11:00 12:00 1:00 2:00 3:00 700 3:00
meanings of the colors are as All Attendecs =

. =1 @ |Drummaond Ed'
follows: = & [smith, Gulden LY
{=]| & [Szeluga, Mary \
T . ’ | ¥ [schildknecht, Robin [ |
* Blue indicates busy times on one’s S
calendar. =) [[Room, Health Sdences Res| o ey
* Blue with stripes indicates
tentatively scheduled times.
. . L . < | >
h;[a;:(t)}(:n SPf?dlng ndicates times [ pgdoters_v] [ outions ] Meeting start tine: | Tue 1/2/2007 v| [230m o
out o € o111CcC. ' :
[ << || autopickhext>> | Meeting end time: |Tue 1/2/2007 v | |3:00PM v

* White with stripes indicates no
information' B Busy B Tentative W OutofOffice [~ Mo Information
» White shading indicates free or
available times on one’s calendar.

[ Make Meeting l [ Cloze

The first line in the list of attendees is named A/l Attendees and gives a summary, as a group, of
available/busy times of all selected attendees including the selected resources.

Note: This information is only as reliable as each person properly maintaining his/her calendar in
Outlook Exchange e-mail.
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1. Clicking on the drop down | EIERENEEET
arrows in the Meeting start

time and Meeting end time Zoom: [100% Bay vew . 10:00 11:00 12:00 1:00 2:00 3:00 ;S':J:J“
fields will allow changes to Al Attendees

. {=1| 2 |Drummond, Ed
dates and times. =H
If you want the Exchange =10 [szcluoa, Mary
server to auto pick the next gg ;:;ﬁ;sz;“:;:‘n
available free time for all =1 9 |Lehner. Rachelle |
attendees and resources, =y lrm,m; e T T
click on the AutoPick Next
button, or to move back in 3

time use the << button.

2. Once the appropriate date
and time have been
selected, click on the Make
Meeting button.

W

\, Make Meeting l [ Close

A new untitled e-mail message will open and it will be addressed to all selected attendees and
resources.

Test Meeting for Training - Meeting
! Fle Edit Wiew Insert Format Tools Actions Help

1. In the Sllbject ﬁeld, type i=dsend | =4 (] | G &, | ¥ Recurrence... F3CancelInvitation | § 3 | X | @ !

the subject of the meeting. | apontment | scheding

2. In the Location field, if a

resource haS not been [ To,.. ] |Smiﬁ'1 Gulden; Szeluga, Mary; Training, User ukemc11; [Room, Health Sdences Research Bldg 106 |
Selected’ type in the Subject: |Test Meeting for Training - - - - |
locatlon Of the meetlng Location: |[Room, Health Scences Research Bldg 106] ﬁ Label: ||:| MNone v|
3. Setup a Reminder time if Starttme;  |Fri 1/12/2007 v| [1z230PM v | [JAlday event
you like. agnd time: |Fri 11272007 v| [zoopm v
4. Type additional notes in
the white space near the e Shon me s I oy ¥
bOttom Of the screen. [] This is an online meeting using: | |

5. Click the Send button to
This is a test meeting for training purposes only.

Fnal_l the meetlng Type any additional notes in this area.
invitation to all attendees

and resources.

[ Contacts... ] | | [Categories... ] | | Erivahel:‘

If the Plan a Meeting window remains open, close it unless you need to plan another meeting.
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L. Test Meeting for Training - Meeting
All invited attendees

and resources will
receive an email
meeting invitation

i o Accept | 2 Tentative |  Dedine | % Propose New Time M5 Calendar... | i3 | X | 4 - # .|@

similar to the one From: A Drummend, Ed Sent: Fri 1/12/2007 11:42 AM
. . Required: Smith, Gulden; Szeluga, Mary; Training, User ukemcll

illustrated to the right. ——

Each recipient of the Subject:  Test Meeting for Training

invitation Wlll have Location:  [Room, Health Sciences Research Bldg 106]

When: Friday, January 12, 2007 12:30 PM-1:00 PM,

the option to respond
by accepting,
tentatively accepting,
declining, or
proposing a new
time.

This is a test meeting for training purposes only.
Type any additional notes in this area.

B Tentative: Test Meeting for Training - Meeting Response
! Fle Edit ¥iew Insert Format Tools Actions Help

When an invited attendee
responds to the meeting AECC TR WAL AR AR |
invitation, he/she has the option
to send their response to the (to... ] [orummond, e |
organizer of the meeting. It is Cee-. ]| |
_ Subject: |Teniatve:TestMEEﬁng for Training |

strongly recommended that the
N N Whar!: Friday, January J..Z, 2007 12:30 PM-1:00 PM.
anlted attendee send the Location:  [Room, Health Scences Research Bldg 106]

. o I have another meeting adjacent to this one, so | may arrive a little late. Thanks.
response to maintain
communication. A response e-
mail to the meeting organizer will
look similar to the illustration on
the left, depending on the chosen
option by the respondent.

User Ukeme11

The organizer of the meeting can open that meeting from his/her calendar, click on the Tracking
tab to see a summary of responses from the invited attendees/resources.

i Test Meeting for Training - Meeting

i Fle Edit View Insert Format Tools Actions Help
|l save and Close | (=IsendUpdate | =4 | | [ &, | A ¥Recurrence... | - Hinuite Attendees | § 0 | X | & - [

Appointment || Scheduling || Tracking

The following responses to this meeting have been received:

I MName Attendance Response
{=l|Drummaond, Ed Meeting Organizer Mone

{=|Smith, Gulden Reguired Attendee Accepted
EISzeluga, Mary Reguired Attendee Dedined

{=|Training, User ukcmc11 Required Attendee Tentative
{=l|[Room, Health Scences Resear| Resource (Room or Equipment) Mone

F
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