
How to Mark Personal Appointment or Sensitive Meetings Private 

1. Open Outlook and click on the Calendar tab. 

 

2. Click on either New Appointment, New Meeting or New Teams Meeting. 
a. Fill in all the details of the appointment or meeting. 
b. For personal appointments and sensitive meetings, these types of meetings should be 

marked as private. 
c. Note: An example of a sensitive meetings is interview meetings. 

 



 

3. Click on the Private button as shown on the image above to make the appointment or meeting 
private. 


