
Calendar invites



STEP 1 : Write the 
name of the person 
whose calendar you 
want to add





Calendar is added



You can change the color to 
differentiate it from other 
calendars.



You can now 
check when 
the person is 
busy or free.
(Pink color 
highlighted)



Select and 
drag to 
open the 
window for 
sending an 
invite.



Add the title - ‘Interview - Survey on 
migration’

Edit the timings during which you 
want to conduct the interview. (9:00 - 
9:30 a.m.)

Select the ‘More options’ to further 
edit the details for the invite.



Remember to 
check the 
timings and date 
before moving 
further with the 
invite.

Ex : a.m. or p.m.
       Title



Remember to 
enter the 
‘Location’ so 
the invitee 
knows about 
the location of 
the interview.



Add the 
name of the 
guest to 
send the 
invite.



You may also 
choose to 
conduct the 
meeting at a 
particular 
venue.

For that :

1. Add the 
calendar of the 
room (like 
Y-box) to your 
calendar.

2. Click on 
‘Rooms’ in your 
invite.

3. If is available, 
click on the 
name to add the 
venue.



The name 
reflects in 
your invite, if 
added.



Add 
description 
to inform 
the invitee 
about the 
purpose 
behind 
having a 
meeting 
with them.



Click on ‘Save’ 
to send the 
invite.



Click 
‘Send’ if 
ready to 
send the 
invite.



Always have 
the option 
‘Modify event’ 
checked. It 
helps the 
invitee/guest to 
modify the 
event, if 
needed.


