
Creating an appointment and 
administering reminders and repetitions

You can add an appointment in your calendar to keep track of your schedule.  To create an 
appointment: 

1 Click Calendar in the navigation bar at the top right of the screen

3 Type in the event name and location in the appropriate section at the top of the page

You can also click and drag several time slots to create an appointment

The Attendees section below Location will be used when creating meetings rather than 
appointments, which is covered in Creating meetings and inviting attendees

4 Enter a start date and time by choosing an option from 
the Start drop down lists 

5 Select an existing or custom duration for the appointment by choosing an option from the 
Duration drop down list 
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2 Click New event                              at the top left of the screen or double click a time slot in 
the calendar at the time you would like your appointment to occur 



6 If you select Custom, choose a date and time from the 
End drop down lists that appear

If you select All day, your appointment will appear at the top of the calendar day rather than in a 
specific time slot. 

7 To set up a reminder for the appointment, select an option from the Reminder drop down 
list to choose how far in advance of the appointment you would like to be notified

8 To choose how you would like the appointment to appear to colleagues viewing your 
calendar, select an option from the Show as drop down list

If you select Free, this time slot will appear empty to others viewing 
your calendar

9 To repeat the appointment, such as every day or every work 
day, select an option in the Repeat drop down list
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If you set up a reminder, a notification message will appear on screen ahead of the meeting. For 
more information on reminders, refer to the Managing reminders section of the Outlook Web 
App Learning Series
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11 If you don’t want people who have access to your calendar to see the details of this 
appointment, select the Mark as Private box

All they will see is a time slot that is marked as busy and your own calendar will show a padlock 
on the appointment to indicate that it is private

12 Type in any notes about your appointment in the text box at the bottom of the screen

10 If you want to specify a different repeat pattern, select Other in the Repeat drop down list, 
select an occurrence and click save

13 Once you have entered all of the relevant information, click Save at the top of 
the screen
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If you select a repeat appointment, the appointment will be shown in your calendar with an 
arrow symbol



Customising your work week in 
Calendar
If you have chosen to view your calendar by work week, your non-working days will not appear 
in your calendar, which can be useful when putting in appointments

A work week is automatically set at 8am until 6pm, from Monday to Friday.  If you would like the 
work week settings to accurately reflect your own working week, you can edit it

This can also be helpful for other people setting up meetings with you, as they can see when you 
are available using the scheduling assistant, which is covered later in this module

To change the days of your work week: 

1 Click the settings icon            at the top right of the screen and select Options

2 Click settings on the left side of the screen and select calendar at the top of the page

3 Under appearance, you can select different boxes to choose the days of your work week 
and select working hours using the Start time and End time drop down lists

4 When you have finished, click save                              at the bottom of the screen

The blue section in the calendar view reflects your non-working hours
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When you click the back arrow to return to the calendar page, your updated work week view will 
be displayed
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Handy Hint
You can also add an attendee by  clicking the plus icon           to the right of the of the 
attendees section and searching in the directory

Creating meetings and inviting 
attendees
A meeting is an event that you have been invited to by someone or that you have invited other 
people to attend. Creating meeting invites allows you to keep track of who is attending

A meeting is created the same way as an appointment except that you invite other people and 
can also book rooms if these have been set up by your organisation

To create a meeting: 

1 Click Calendar in the navigation bar at the top right of the screen

2 Click New event                             at the top left of the screen or double click a time slot in 
the calendar at the time you would like your meeting to occur 

3 Type in the name and location in the appropriate section at the top of the page

4 You can either type the location or click add room                                                to select a 
room from the Directory if your Local Organisation Administrator has set this up

5 Click the Attendees section, type the names of the people you want to invite and select 
the correct attendee from the drop down list 
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Handy Hint
Right click on the contact name and choose View details to check the details of the 
attendee to ensure you are sending the meeting invite to the correct recipient



6 Enter the Start time, select the Duration of your meeting and set your status by selecting 
either Free, Working elsewhere, Tentative, Busy or Away from the Show as drop down list

7 You can add a reminder and select the repeat pattern of your meeting as you would with 
an appointment

8 Select the Request responses box so that invitees can send you a response

9 You can type any notes or information about your meeting in the text box at the bottom of 
the screen

To add an attachment to the meeting invite: 

10 Click the three dots              at the top of the screen and select insert

You can insert an attachment or picture in the same way that you do for emails. For more 
information on this, refer to the Advanced email use module in the Outlook Web App Learning 
Series 

11 When you have finished, click Send at the top left of the screen
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You can categorise a calendar entry by clicking the three dots and selecting categorize.  For more 
information on categories, refer to the Mailbox management module in the Outlook Web App 
Learning Series

Warning
If other people have access to your calendar, do not attach any sensitive documents as, 
depending on their level of access, they may be able to view these attachments
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Monitoring meeting invites

2 Double click on the event in your calendar and select attendees

After a meeting request has been sent out, you can check who is attending by looking at the 
event’s details in your calendar and track the responses

To check who is attending: 

If attendees choose to send a response to your invite, these will be sent to your inbox 

1 Click Calendar in the navigation bar at the top right of the screen
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Using scheduling assistant

Scheduling Assistant offers extra help in coordinating multiple schedules when creating a 
meeting

To use scheduling assistant: 

1 Click Calendar in the navigation bar at the top right of the screen

2 Create a meeting and invite attendees

3 Click Scheduling Assistant                                   at the top of the meeting invitation screen to 
view the times when all attendees are available 

In scheduling assistant you will be able to see the details of others’ appointments and meetings, 
depending on the permission level they have set for you to view their calendar

For more information on this, refer to the Creating meetings and inviting attendees module in the 
Outlook Web App Learning Series 

The screen allows you to easily identify the best time to schedule a meeting by showing when 
each attendee is either busy or free, allowing you to see when there are conflicts

Your own meetings will appear as blue boxes in the calendar, whilst other attendees’ meetings 
will appear as grey boxes 

It allows you to view when other people are busy or available in order to determine when the 
best time is to schedule a meeting
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Using scheduling assistant

6 Type a contact’s name into the search box to add more attendees

5 To adjust the length of the meeting, change the duration in the Duration drop down list at 
the left of the screen

7 When you have determined the best meeting time to accommodate all attendees, click OK             
at the top left of the page

8 When you have finished entering all other meeting details, click Send at the top 
left of the screen

If you add more attendees, their schedule will also appear on the scheduling assistant screen 

4 Select an option from the When drop down lists to set your meeting at a time when all 
attendees are free
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You can make attendees optional by right clicking on their name and selecting Attendance 
optional 
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Changing and updating meetings

If the time or place of your meeting changes, you can only amend the meeting details if you set it 
up yourself

If you did not set up the meeting, the meeting owner will have to make the changes

1 Click Calendar in the navigation bar at the top right of the screen

2 Click on the meeting and select Edit at the bottom of the box that appears on the screen

3 A screen will appear with the current meeting details, where you can change the details in 
the same way that you created the meeting

To amend a meeting: 

4 When you have finished, click Send at the top of the screen and all attendees 
will receive an updated invite
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If you are editing a recurring meeting, you can either choose to edit the occurrence, meaning 
only the selected occurrence will be changed, or the series, meaning all occurrences of the 
meeting will be updated
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Managing calendar invites

When someone invites you to a meeting, you will receive an email invitation

To accept or decline an invitation: 

1 Select the invite email

2 Either Accept to accept the invite, respond as Tentative if you are unsure if you can attend 
or not, or Decline if you cannot attend the meeting 

3 If you would like to type a message to the meeting organiser in your response, select edit 
the response before sending in the drop down list

4 If you would like to simply send your response without a message, select send the 
response now from the drop down list

5 If you would not like the meeting organiser to be notified of you response, select do not 
send a response from the drop down list

If you accept or tentatively accept, the meeting will then appear in your calendar

If you decline the meeting, it will not be visible in your calendar
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Deleting and cancelling appointments 
and meetings

1 Click Calendar in the navigation bar at the top right of the screen

2 Click on the meeting you would like to cancel and select Cancel at the bottom of the box 
that appears on screen

3 You will be asked to confirm the cancellation and to send a message to the meeting 
attendees to inform them about the cancelled meeting

The invite will then no longer appear in your calendar

5 You can also cancel a meeting by right clicking it, selecting cancel meeting/delete 
appointment from the drop down list and then following the same process

4 Type your message in the email and click Send at the top of the page

To cancel a meeting that you have organised:
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When cancelling a recurring meeting, you will be asked whether you want to delete one or all of 
the meetings in the series. If you are cancelling an appointment, a notification message will not 
appear on screen and the appointment will be deleted



Changing your response to a meeting 
invite

You may need to change your response to a meeting invite, for example if you accepted a 
meeting invite that you can no longer attend and need to decline it or tentatively accepted and 
can now definitely attend

1 Click Calendar in the navigation bar at the top right of the screen

2 Double click the meeting and you can see your previous responses at the top of the page

4 You can edit your response before sending so that you can let the organiser know why you 
have changed your response, send a response with no message or not send a response

If you have chosen to delete the meeting invite, the meeting will no longer appear in your 
calendar
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3 Click either Accept, respond as Tentative or Decline depending on your previous response 
and what you would like to change it to

To change your response to a meeting invite:
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