Creating a Calendar Item in Outlook Desktop App and Outlook Web App:
Best Practices and Common Mistakes

Learn how to create a calendar item in the Outlook Desktop App or the Outlook Web App without
notifying the email sender or additional recipients by reviewing the following tutorials:

Outlook 2013 Desktop App — Create an appointment from an email message

Outlook Web App — Create a calendar item

Avoiding Common Mistakes

It's easy to mistakenly click “Reply All” instead of “Reply” to an all-staff email. It’s not as easy to
recognize which method of creating a calendar item in Outlook results in sending the new calendar item
back out to the sender and all recipients.

Outlook Web App: Suggested Meetings App

The Suggested Meetings App in Outlook Web App runs behind the scenes in the Outlook Web App of
Office 365 and scans your incoming emails for possible meetings. It will turn a possible meeting into a
clickable link. Clicking the link opens a small pane that reads, “We think we’ve found an event.”
Clicking “Schedule Event” will add the event to your calendar but it will also send the event to the
person who suggested the meeting and any other recipients from the original email.

LMC Community,

reminder, the next College Assembly will be held next Monday, February 1, from 3:00 p.m. to

Suggested Meetings o]

We think we've found an event
As a reminder, the next College Assembly will be held next Monday, February ...
i E' When: 3:00 PM - 5:00 PM Monday, February 01, 2016

Who:  Kratochvil, Bob , LMC ALL Employees

Where: | Enter location

This event conflicts with another event on your schedule.

Schedule event Edit details



https://kb.wisc.edu/page.php?id=42243
https://support.office.com/en-us/article/Calendar-in-Outlook-on-the-web-for-business-5219c457-d1fe-4c2f-9032-1a816b88e936?ui=en-US&rs=en-US&ad=US#__toc361735988
https://support.office.com/en-us/article/Calendar-in-Outlook-on-the-web-for-business-5219c457-d1fe-4c2f-9032-1a816b88e936?ui=en-US&rs=en-US&ad=US#__toc361735988

Do this instead:

Create a new calendar item by selecting the
avoid the Suggested Meetings App altogether.

Or, if you do use the Suggested Meetings App, select “Edit details” instead of “Schedule Event” in the
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option from the navigation bar and

“We think we’ve found an event” window. This allows the user to delete any additional attendees
before adding the calendar item, and it stops the event from reappearing in the sender’s or other

attendee’s inboxes.
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The next college assembly is on Monday, March 7, from 3:00-5:00 p.m. in L-109.
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Outlook Desktop App: Meeting icon on the Home tab

[F2 Meetin . . . . . .
The ¢ . icon allows users to create a meeting request from a selected email. This option will

create a new event on the user’s calendar, and it will send a meeting invite to the sender and anyone
else included in the original mail.

0T -
FILE HOME SEND / RECEIVE FOLDER VIEW
O = s, ., f'\ T " .7 -
Ijl l'_"j I Ignare x E_q (ﬁ_ﬂ ﬁ_;] [F2 Meeting Move to: ? E3 To Man
o ‘I'\T 7 Clean Up - o i ‘Ie . ed E1 Team Email v Done
ew EW elete eply Reply Forward [3 - -
Email Ttems - &5 Junk - All EE More E2 Reply & Delete ¥ Createl
MNew Delete Respond Quick Steps

Reply with Meeting (Ctrl+Alt+R)

£
4 Favorites search Current Mailbg Create a meeting request from this Mailbox -

-mail.
Clutter 83 All  Unread sma west +

Do this instead:

In Outlook, appointments aren’t the same as meetings. Appointments are activities that you schedule
in your calendar that don’t involve inviting other people or reserving resources, such as a conference
room or equipment.

Mail |Calendar| People Tasks ---

e In a Calendar folder, choose New Appointment. You can also right-click a time block in your
calendar grid, and then choose New Appointment.
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Keyboard shortcut: To create an appointment, press Ctrl+Shift+A.
You can also create an appointment directly from an email message (source)

1. Click on the message you wish to associate with an appointment/event.



https://kb.wisc.edu/page.php?id=42243

2.

Holding down the left mouse button, drag the message to Calendar in the lower left-hand
corner of the email client. Once you have the mouse hovered over Calendar, release the left

mouse button.
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3. This will open up the Appointment window. You can now customize the date, time, and
location of the event. When finished, click Save & Close in the upper left-hand corner of the

window.
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Subject Restricted Data Discovery Project
Location Union South
Start time Mon 7/28/2014 E 300 PM - All day event
Endtime | Mon 7/28/2014 M |z:30PM -

4. The appointment will now appear on your calendar during the date and time which you

specified.




