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Type in the names of those
you would like to invite to the
meeting (or click on “To” to
select them from the Address
Book).

To check the availability
of meeting attendees, click
on the “Scheduling” tab.
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The “Scheduling” window
shows what times are
available for each person
invited to the meeting.

Select the time for the meeting
and click on “Send”.

Adjacent ko another appointment on your Calendar,

Framm: " Mallick, Mark.
Required:  Brett Hull
Cptional;

Subject:  Discuss Social Calendar

Invited members receive an email
asking for their response to the
meeting request.

(Until a reply is sent, the appointment
shows as “Tentative” on their Calendar.)

Location:  Eric's Office
When: Wednesday, July 18, 2007 11:00 AM-11:30 AM.




