SEND YOUR AVAILABILITY
IN 4 EASY STEPS

Using Microsoft Outlook on mobile devices

If you receive an email request for a time to meet, here are four easy
steps to quickly send your availability.

REPLY TO THE
EMAIL

Qs & & On your mobile device, open
and hit reply to the emall

asking for your availability.

Select the calendar (+) icon.

AVAILABILITY OPTION Send availability

Convert to event

Select the "Send availability"
option. 1l O

SELECT YOUR
AVAILABILITY

Choose your available dates
and times, then click the
checkmark.

Meeting with Someone YOU can ChOOse mU|t|p|e dateS
and times.

Meeting with Anyone

Here are some times that work for
me:;

SEND YOUR

AVAILABILITY

Your reply email will show the
availability you selected.

Edit the email text as necessary,
and send.

Now that was easy! For more
efficient tips follow STS.
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