
Outlook Client 2016 
Create Rules

Information Technology



1. Click create Rules

2. Click Advance Options



3. Click uses the form name form



4. From the dropdown field change or select 

personal forms to application forms



5. Click Appointment and Add



6. Click Meeting Cancelation and Add



7. Click Meeting Request and Add



8. Click Close and Next



8. Click Next 

9. Select Forward to People or Public Group

10. Click Forward to People or Public Group (bottom box)

11. Select Primary Calendar Account

12. Click Ok and Finish


