OUTLOOK MEETINGS

DENISON MIDDLE SCHOOL MEDIA CENTER

Step 1: Click “New Item” on the Home tab and select “Meeting”
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Step 2:This step 1s almost the same as preparing an email...enter
your recipients in the “To” line, add a location, set up the time
frame and add any notes at the bottom.

g (e & Dentson Middle - Al Staff;

Subject:

Location: PLC Room

ETNTRTEE W e d 9/25/2013 = Er S W AN dey event
(ZERET Wed 9/25/2013 =8 10:00 AM =

Notes are written down here @

Step 3: (My favorite part to keep myself organized) Set a reminder
and recurrence at the top

Wed 9/25/2013 = = Wl AN day event

End time: Wed 572572013

Notes are written down here ©
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Step 4:The reminder is a pretty self-explanatory drop-down menu, so I will skip that.
The recurrence choices give you quite a bit of flexibility to choose from. Just select
the options you want and click “Ok”.
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Step 5: Unless you want to experiment with the other buttons or options, just click
“Send” as if it were a normal email and you have set upa recurring meeting with a
reminder ©

Yo

Subject:

Location: PLC Room

Start time Wed 9/25/2013
End time: Wed 9/25/2013




