
 

Kerio - Calendar - Inviting Attendees
Coordinating a meeting time with multiple attendees can be difficult but using the Kerio 
Calendar makes it a much simpler process.

To invite attendees:

Double click on the date that you would like to schedule a meeting.  Enter the event 
information in the New Event window.

Click on the Invite Attendees tab.

The invitation window opens.  The organizer of the meeting will have their email 
address showing in the top email field and be represented by a blue-outfitted people 
icon.  There is also an envelope crossed off with an X to the left of the organizerʼs email 
address.

The envelope to the left of the person icon dictates whether an email will be sent to that 
person.  The organizerʼs envelope is crossed out meaning that the organizer does not 
receive an email invitation to the meeting.  Notice that the envelopes to the left of the 
contactʼs icon are not crossed off with an X so they will be sent an 
email invitation.   

To add attendees, manually enter the email address and click Add, if 
you know the address specifically or click the Select button to open 
the Kerio Contacts window.  Several types of attendees can be 
created.  Enter the attendee in the Required field if they should not 
miss the meeting.  The Optional users can decide whether to come or 
not.  The Resource field doesnʼt refer to people but to equipment that 
may be needed at the meeting. If you need to schedule a piece of 
equipment through a particular person, you would add their email in 
the Resource field.
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You can always change whether to send an email invitation or not 
by clicking on the envelope and sliding down to your desired 
answer.

You can change the type of attendee by click on the person icon 
and sliding down to the desired choice in the drop-down box.

The Free/Busy Server allows meeting organizers to find out if attendees are available at 
a particular time or not.  The meeting start time is defined by a green line and the 
meeting end time is denoted by a red line.  

Free/Busy is enabled when an addressee is added to the list.  The Free/Busy server 
checks the addresseeʼs calendar and notes with a color code whether the addressee is 
free or not at the particular meeting time.  If any attendees are busy or out of the office 
at the meeting time then another time segment can be chosen by changing the Start 
and end time fields at the bottom of the window.

Once youʼve determined a time for the 
meeting that will work with everyone 
in the list, you can choose to Send 
the email invitation or Save and 
Close at this time.  You can always go 
back in and send it at a later time.
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