How to Mark Personal Appointment or Sensitive Meetings Private

1. Open Outlook and click on the Calendar tab.
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2. Click on either New Appointment, New Meeting or New Teams Meeting.
a. Fillin 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.




Untitled - Appointment

File Appointment

p=n -
M o | W | @ S | S O | BB
Delete - Teams Send to Invite q Rc(unen(e Categorize *
— Forward ——— J:l Reminder: |13 minutes b

Meeting
Teams Meeting| OnelNote Attendees Options Tags Immersive FindTime

Scheduling Assistant Insert Format Text Review Help

Ly

Immersive New
Reader Meeting Pall

Actions

Title

Start time Mon 2022-04-11

]

End time Maon 2022-04-11 =]

8:00 AM 4 MW Aliday M = Timezones

8:30 AM bd < Make Recurring

Location

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



