Responding to a Meeting Request

Outlook
Meeting requests are received in the form of an e-mail message to the requested attendee.
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On opening the e-mail message the user is presented with a dialog box supplying the user with all

the relevant information, and requesting the user

to Please Respond by using the Accept,

Tentative or Decline buttons on the standard toolbar.
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Required: A Waterton (F-Keys) the user to the Specified
Optional: - -
Subject: Health & Safety Meeting date/tlme Of the meetlng
Location: Room 109
when: 23 April 2003 09:30-12:30,
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This meeting has been accepted and will
be maoved to your Calendar. Do you wank
to include comments with wour response?
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"~ Edit the response before sending.
{* Send the response now.

" Don't send a response.
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Cancel

This meeting has been tentatively
accepted and moved ta your Calendar.

(" Edit the response before sending,
(" Send the response now,

+ Don't send a response,

This meeting has been declined and will be
moved to the Deleted Items folder, Do
you want to include comments with your
response?
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" Don't send a response.
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Depending on your choice the meeting request will be entered into your Calendar or Deleted

Items folder.

The dialog boxes also provide the user with
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three available options to respond to the e-
mail request.

Selecting the Edit Response before sending
option presents the user with a e-mail
message dialog box where additional
information can be added in reply to the
sender.

Clicking the Send button on the standard
toolbar will then complete the response
action.
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) Mo, I will not attend.
This message has not been sent,

To... | IerEs@hotmail.com
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Subject: |Declined: Health & Safety Meeting
‘hen: 23 April 2003 09:30-12:30.
Location:  Room 109

| apologies but | shall be on Annoal Leave at the time of this meeting and <]
shall be unable to attend. Please would it be possible to foreard any
handouts supplied at the meeting to my office.
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