(©) BEFORE SENDING TO A LiTSERY

¥ ] o In your calendar invitation, 9 A menu will appear. 9 In the window that opens, o Then send your invitation.
To prevent unnecessary replies and forwarding, { :
click the Response Options Click Respense Options. uncheck both options.

update the Response Options before sending. bt R tslsan

File Meeting Insert FormatText Revie Response Options X Response Options X

v Request Responses

MAKE SURE BOTH OPTIONS ARE UNCHECKED:

‘@’ ___1> @] Settings Settings
Q H -
D Request ReSPOHSES Delete  Forward Response V' Allow Forwardmg D Request responses to this meeting Request responses to this meeting
Optiens
—h D Allow forwarding || Allow forwarding
D Allow Forwarding l{‘é Response Options..

INCLUDE THESE O @ @ @
EVENT DETAILS —

Event name Date Start and end time Location Important instructions
Ma_ke ;urg your calendar Use a clear, Include the full Include both start Include the building Include any key details
invitation includes: descriptive title. date of the event. and end times. and room number attendees need

(or virtual link). to know.



