To accept an appointment:

1.  When the appointment is sent to you in Outlook, it will appear just like any other email message.  Open the appointment.

2.  At the top left-hand side of the screen, click Accept.  The appointment will then be sent as “accepted” to the sender and be entered into your calendar.  Or, you can tentatively schedule it, decline it, or propose a new time.
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Another way of accepting tasks and appointments:

1.  Simply click on the email, and drag it into either your task folder or your calendar folder.

[image: image2.png]& Inbox - Microsoft Outl

B Edt

View Favgrites  Tools Actions Help
Dinen - | & B X | Gorenly TReply to Al 4G Forward | BsendReceive | ZoFnd g 7o

< = = InboX (Filter Applied)
Outiook Shortcuts | | Folder List x| (8| [ [, % g| From |Subject
5§ imap.vmich.d (1) c
® TE=
B sent-mail
OutookToday |2 & Outok Today - Persons
_ @ Caencr
\'@ © Contacts
(3 Deleted tems
Calendar B Drafts
BaInbox
@ & Journel
© Notes
imap.mich.edu & Outbox
(@1 D sent tems
@ D Tasks
Contacts

 Accept | 2 Tentative | X Decine | 5 Propose New Tme
Tasks

{4140 responses have been received for ths meting.

@ This appointment ocaurs n the past.

Subject: From: M Bocrkrcher [meria. basrkircher @nmich.<cu]
== When:  Thursday, January 15, 2004 8:00 AN-5:30 AM. Location:
@ [imen: Tnuzsday, samuary 15, 2004 £:00 AM-2:30 AN (QMT-05:00) Easters Time (U5 & Canada) .

et e E——
My Shortauts
Otrer shortauts || . a

Fiter opled [2Tiems

03P





