


Please note:  This 
training was completed 
on a Mac.  Icons may 
look slightly different on 
PC.

1. Select a meeting that you set
up as a recurring meeting. It is
a recurring meeting if has the 2
arrows that are in a clockwise
motion

2. Double click anywhere in the 
box





1. Screen will appear with 
information about the 
meeting.  Select the cancel 
button.

2. Select Cancel Occurrence.

3. Select Send Cancellation and 
the incidence selected will be 
removed from everyone’s 
calendar who was part of the
meeting and an email 
notification will be sent to the 
same parties



OUTLOOK – TUTORIAL 4

• This tutorial provides an easy way to cancel one session of a recurring meeting 
without removing the entire series.


