Responding to a FindTime Meeting

Use this tutorial to respond to a FindTime Meeting.

Responding to a FindTime Meeting
The recipiants of any FindTime Meeting polls will see/ use the following steps to complete the poll.
1. Open the email received from the meeting creator.

2. Click 'Select Options'

You are invited to a meeting

Organizer
Duration 30 minutes
Location Online Meeting

When 3 options provided
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3. A new browser tab will open, select your email/name.
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4. Select the times that work for you by selecting 'Yes' (and times that don't by 'No' etc), click ‘Submit' vote.

[ FindTime
< Meeting test

ed by Show | (UTC+10:00) Brisbane L4
Required 30 minutes
You (James Weber) Online Meeting
Natasha Keily Attendees 2 (2 required)
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Optional

° Add new.
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Don't like any of these times?
@ Add an option

Your vote has now been cast, the following screen will appear.

Your vote counts!
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5. When the meeting is finalised you will receive an email update and a meeting time will be scheduled into your calendar.
£ Reply [ Reply All €3 Forward  GETIM
Wed 22/08/2018 11:26 AM

FN FindTime Notifications <smnotify@microsoft.com>
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Your meeting has been finalized

FindTime has arranged your meeting based on attendee voting,

Meeting details

Title Meeting test

When Thursday, 23 August 2018 8:00 AM (E. Australia Standard

Time)
Duration 30 minutes

Location  Online Meeting

View all your FindTime invites

A meeting invite has been sent to all attendees on your behalf.

Thanks for using FindTime!

The FindTime Team @ Microsoft

® Have an idea? Ji§ Found a bug? @ Have questions or feedback?
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