Projects Solution 10
Solution:
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Perform the following steps to create and send a meeting request:
1. Open the MS Outlook 2010 application.
The MS Outlook 2010 application window opens.
2. Click the Calendar button in the Navigation pane.
The interface and features associated with Calendar pane appears.
3. Click the New Meeting button under the New group of the Home tab.
The Meeting window appears (Figure 1).
4. Enter the e-mail address of the person to whom you want to send the meeting request in the text box next to the To button. In our case, we have entered deep.kaur@gmail.com, anuj.gupta@gmail.com, amit.jalan@gmail.com, tanu.mishra@gmail.com, and priya.sharma@gmail.com  (Figure 1).
5.  Enter the description of the meeting in the Subject text box. In our case, we have entered To discuss problems in different subjects before exams (Figure 1).
6. Enter the location of the meeting in the Location combo box. In our case, we have entered School Auditorium (Figure 1).
7. Enter the start date in the combo box located beside the Start time option. In our case, we have
entered 16-Jan-2019 (Figure 1).
8. Enter the end date in the combo box located beside the End time option. In our case, we have
entered 16-Jan-2019 (Figure 1).
9. Enter the start time in the combo box located beside the Start time option. In our case, we have
entered 11:30 AM (Figure 1).
10. Enter the end time in the combo box located beside the End time option. In our case, we have entered 12:00 PM (Figure 1).
11. Enter any information that you want to send to the recipient in the message area (Figure 1).
12. Click the Send button, as shown in Figure 1:
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The meeting that you schedule will appear in the Calendar pane, as shown in Figure 2:
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There is a meeting in School auditorium regarding problems in different subjects before exams.

Regards,
Deepak Thakur
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