

How to Cancel a Meeting Scheduled in your Outlook Calendar     5/14/07




           Author: Lorraine Messina

1. To begin, double click on the meeting.

2. Type in the reason you are canceling the meeting.

3. Select Actions on the Menu Bar.

4. Select Cancel Meeting.

5. Select Yes.

6. Select OK.

7. After you send your cancellation notice you will see that the meeting has been removed from your calendar.  The meeting has also been removed on the calendars of the people that were invited to attend.
