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Use the new Microsoft® Office Outlook® 2007 calendar to more easily

plan and organize your meetings. New "smart scheduling" functionality
suggests best times and places for your meetings.

Topics in this guide:
e Create Your Meeting
e Update Your Meeting
e Cancel Your Meeting
e Understand Suggested Time and Place

K Create a Meeting Workspace /

Note This guide includes functionality available only to those with
mailboxes on servers running Exchange 2007. To see if this guide applies to
you, check with your Microsoft Exchange administrator.

Create Your Meeting

The new smart scheduling functionality in Outlook helps you choose the
best meeting date, time, and place. In the steps below, you will pick an
initial meeting date, time, and a group of possible meeting rooms in the
building that you prefer. As you work through the steps, Outlook will help
you choose an alternate date and time that may work better for you than
your original date and show you what rooms are available to choose from.
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4 onthe Appointment tab, click Scheduling Assistant.
5 Click Add Attendees.

Type the name of the attendee in the Search box and then click
Required or Optional. Repeat this step for each attendee. When you
are finished adding attendees, click OK.

Select Attendees and Resources: Global Address List
Name List | Organization I
Search: ™ Mame Al Figlds Address Book
Jandrew Rath| G0 | [Global Address List =] Advanced Find

I Mame | Title | Business Phone Location

Ardind B. Rao
Jamie Reding

Lene Rathkjen
Luciana Ramos
Markus Rankenburg
Mike Ray

Morten Rasmussen
Rodrigo Ready

Rui Raposo

Simon Rapier

J«l |

Required -= I I
optional -> | |
Resources - | I

Andrew Rath

|
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Click Add Rooms. In the Select Rooms: All Rooms dialog box, click
All fields. In the Search box, type the building number you would like
to hold the meeting in, and then click Go.

Select Rooms: All Rooms [ %]
Name List | Crganization |
Search: ' Hamsi Al Fslds Address Book
[100 Go | [alRooms x| Advanced Find

| Hame: [ Location Business Phone | Caparity Description E-mail Address

Conf Roarm 10041
Conf Room 10052
Conf Room 10003

Conf Room 10004
Conf Room 10005

4 | il
Rooms -> I [

OF Cancel

v

Select all the rooms in the search results. Click Rooms, and then click
OK. You will select the best available meeting room when you get to
step 11.

Note To select all the rooms, starting with the first room, click and hold the
left mouse button while moving the mouse pointer down the room list.
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O On the To-Do Bar 10 On the To-Do Bar, click a 7 1 On the meeting time that you clicked, click ~ sugsested Tmes:
calendar, click a day that meeting time that you prefer. the available rooms. From the list of 4 Februaryzooe  p
is highlighted white. available meeting rooms, select a meeting N
room. 5 6 7 8 91011
Suggested Times: 12 13 14 15 16 17 18
19 20 21 22 23 24 25
. 4 February 2006 » .
Syl i SMTWTEFS Note When you choose the meeting o
< Decemberz0s b e R o i room, the location box is populated with
I | 2nrwrrs f2 12 8 1 I 10 the meeting room. Other meeting rooms SRR 00 minutes b
< sl 7 0 25 27 28 will be displayed in the attendees list, but
1112 1314 1 7 . .
16 15 20 21 ZAzKE4 are not reserved or included in the 22 of 27 fres
25 EA ) F 30 1 Durations” 30 minutes - meeting request e-mail message. JcontRreml /L
= \Conf Room 2 :
Duration: |2 haurs vl BERALENSR AR X‘J CEEF Rggm 3
1:30 PM . IConf Room 4
Qi7cfz7.. @ 20of2free 12 Click Send. SiConf Room 5
" i?ggfpllﬂ free AT A EEEF :Egm ?
A 9:30 AM CEDF Foom &
| 3:00PM Q@00f27,.. @ 1of 2free
4 I 7 £ 8 rooms - Conf Room 100, 3:00 PM
[ 500 PM & 21 of 27 free azofz
3:30 PM 5
& 4 of 10 free © 1907 27... @ 20f 2free {3 7 rooms - Conf Room 1
l 1:30 PM {3 7 rooms - Conf Room 100... 12:00 PM
& 3 of 10 free T @ 21 of 27 free azofz
3'19 oF 27, (w2 cF 2fres {3 9 rooms - Conf Room 1
€3 7 rooms - Conf Room 100... 2:00 PM
T & 21 of 27 free azofz
. 9.19 of 27... € 2of 2free &3 8 rooms - Conf Room 1
J 3 9 rooms - Conf Room 100... TR EETEETIRE ;I
1:00 PM Suggestion Quality:
@180f27... ¥ 10F2free Z 0] Good [ Far Bl Poor
| 8 rooms - Conf Room 100... /2
. Suggestisg Quality:
[T @ood [ Far & Poor O Moor Notes

* Your meeting will now appear on your Outlook calendar. Track responses
to your request by double-clicking on the meeting in your calendar and

Note The original date and time that you choose for your meeting clicking the Tracking tab. This will show who has been invited, whether
may not be optimal for all attendees. See the Understand they are required or optional attendees, and if they have responded.
Suggested Time and Place procedure on page 5 for more * Meeting time suggestions are not available for a recurring meeting.
information on choosing the best meeting time and place for your However, if you want to reschedule an occurrence of a recurring meeting
meeting. series, the meeting time suggestions are available.
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Update Your Meeting Cancel Your Meeting

Change the date, time, and attendees of a meeting in Outlook. 1 ©On the To-Do Bar, click the day that the meeting occurs. The details of

that day are displayed in your calendar. Double-click the meeting you

1 ©On the To-Do Bar, click the day that the meeting occurs. The details of prefer to cancel.
that day are displayed in your calendar. Double-click on the meeting
you prefer to update. 2 Click Cancel Meeting. If you want, type a message in the body of the
Day el Manth > To-Do Bar e-mail message.
'@:‘ ':8‘ November 30, 2005 2 = () 4 Hovember 2005}
SMTWTFS
Wednesday = a1 2 E 485
12 11 12 12 13 i; :g f,t“—g’j HY9 ™ a9 )3 Financial Flanning - Meeting -3 X
g ‘ 23 ié ;2%2: 2; 2: - Meeting | Insert  FormatTest @
) 45 6 M8 910 2 Calendar - ':;:9 (] us R LR S ‘ﬁ’
—gi ZE:o‘oEf\tMNTo“gg?nM ‘ _\:e‘mdv App%eﬂt SEIh_m_:Jlmg M%g n:;_ T::m:’te, ,?limtezanes_; spelling M:_t)\;'g
1000 Praject Planning; Bellevue \ End of Year Presentation A::ns SthAmStMt WD:&::;Z: Optmn?u : & Pru;fmg OT‘Z;JE;E
12:00 PM - 3100 PM
. Paris ‘ | Trwitations have not been sent for this meeting. |
1" Tou. | [MS Used
W End of Year Presentation ﬁ subject:  [Finandial Planning
i | |[oearentasc [[¥] } Locatiory [Fars = Rooms..
? Arranged By: Due Dats|T /=
ErT———— Starttime: [Tue 6/23/2006 =] [izmeem | T i day ewent
F i view. Endtime:  [Tue 6/28/2006 x| [uoeem =l
300
e = Note If this is a recurring meeting, select Delete this occurrence to
Show tasks on: Due Date Start Date Due Date Reminder Time R .
© - delete just the chosen occurrence or Delete the series to delete all of
R the meetings scheduled.

Click Send.
? Make the desired changes to the date, time, and/or attendees of the 3

meeting.

3 Click Send Update.
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Understand Suggested Time and Place

The original date and time that you selected in your meeting request may
not work for all attendees. The Suggested Times section on the To-Do
Bar helps you choose the best possible date and time for the attendees.
The calendar is color-coded to help you with your selection. The best
possible days to schedule your meeting are highlighted white.

/ Non-Working Day (Gray)—Days

4 Docombor 2005 that are outside of the normal work
] SMTWTF g/ week such as Saturday and Sunday.

i 2

45 7B 2 w0
11 12 13 14 15 1647
1519 20 21 22 2&2\
s B BB =a =1

Duration:

\ Good Day (White)—All attendees
are available and meeting rooms are

— available.
I ﬂ 5 of 10 free
3:00 PM
l & 5 of 10 free
I i;"?o'?l'n - Fair Day (Light Blue)—Some of the
attendees are available, fewer
l 33;’;"'1'0 i meeting rooms are available.

] Poor Day (Blue)—Least number of
attendees are available, and least
number of meeting rooms are
available.

[ Good [ Fair & Poor
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In the Suggested Times section, you will see a list of possible meetings
times displayed for the day you selected. The list is color-coded to help you
with your selection, the same as the days are color-coded on the calendar.

Suggested Times:

4 February 2006 3
SMTWTF 5
12 3 4
5 6 7 8 921011
12 153 14 15 16 17 1
19 20 21 22 23 24
26 27 28

Duration: | 30 minutgs -

£y / Fooms - M FOOm/I00, N

€3 8 rooms - Conf

3:30 PM
Q@ 190F 27,

10:00 AM
& 190f 27... /€8 2 of 2 free
Conf Room 100..,

oﬂ

£33 9 rooms - Conf Room 100,

1:00 PM
€ 180fF27... &8 1of2free

{3-Ergoms - Conf Roorn 100...

Suggestion Qualicy:
[] Good  [] Fair B Poor

Good Time (White)—All attendees are
available and meeting rooms are available.

Fair Time (Light Blue)—Some of the
attendees are available, fewer meeting
rooms are available.

Poor Time (Blue)—Least number of
attendees are available, and least number of
meeting rooms are available.

Required Attendees—Lists number of
required attendees available at that time.
Click the red symbol to view the names
of the required attendees that are not
available for this time.

Optional Attendees—Lists number of
optional attendees available at that time.
Click the blue symbol to view the names of
the optional attendees that are not available
for this time.

Available Rooms—Lists available rooms at
that time.

Note When you put your mouse pointer over a suggested meeting time, the
names of the attendees who are not available at that time are displayed.
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Create a Meeting Workspace

Windows SharePoint Services extends your ability to organize and run
meetings online using the Meeting Workspace feature in Outlook. You
and other attendees can create agenda items, store related documents, and
list decisions made before, during, and after your meetings.

1 In the navigation pane, click Calendar.

Z In anew or existing meeting request, click Meeting Workspace.

3 In the Meeting Workspace pane, click
Change settings.

Apptix Live Support: 866-428-0128
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X Delete ’ @ Timezones ¥ ]
Cancel - sppointment|scheduling | Meeting |, & 15 minutes g Spelling | Mesting
Invitation o Fonwsrd = assistant |\ Workspace fad” B categorize ~ § - Notes
Actions Show Options & || Proofing || OneNote
| Invitations have not been sent for this meeting, ‘
Toy. | [M5 Used
= subeat [Firancial Planning
Send
Location:  [Paris =] rooms..
Starttime: [Tue #29/2008 | [zooem | I & day event
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: Meeting Workspace * x

Meeting Workspace

Link this meeting request to a
Meeting Workspace - a shared Web
site For planning the meeting and
tracking results,

(@) More information

Create a workspace

Use these settings:
- Location:

SharePaink Adrin Guide
- Template:

EBiasic Meeting Waorkspace

4 Under Select a location, choose a parent
site for your meeting workspace.

5 Click Create a new workspace, select a
language and template type, and then click
OK.

Meeting Workspace v ®

1. Select a locati

1. Selecks
English {11.5.)
Z, Select a template bype:

Eiasic Meeting Workspace
LiritEa-an cuisting s

Click bar select | '|

OK

Cancel

-

© Click Create. The Web address for the new meeting workspace is

automatically included in the meeting request.
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