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FindTime is an add-in to Microsoft Outlook Desktop and Web app that helps make scheduling 

meetings easier by allowing attendees, including those outside of VSU, to choose and vote on the 

event date and time that works best for them. Visit https://findtime.microsoft.com/  

 

Overview of Steps 

PROPOSE TIMES + EVERYONE VOTES = MEETING SCHEDULED 

 

 

A. ORGANIZER: PROPOSE MEETING TIME 
 

1. Compose a new email message or reply to an existing message to send invitation. 

 

2. For Outlook 2013, click the Apps for Office icon    

For Outlook 2016, click the New Meeting Poll icon   

For Outlook on the Web (Office 365), click the Add-ins icon   

For Outlook for Mac, click the FindTime  button in the Apps menu bar 

 

3. Select FindTime .  An animated guide wizard will appear. 

 

4. On the To line, type the email address(es) of Required Attendee; on the Cc line, type the email 

address(es) of Optional Attendee.  

 

 

FindTime automatically displays the best available days/times for all participants based on Free/Busy 

data, when available. 

  

https://findtime.microsoft.com/
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D. FINDTIME ORGANIZER DASHBOARD 
The FindTime organizer dashboard and settings page allows the organizer to quickly find and manage 
invites and to set default settings that will be used when creating new invites.  
 
Using your VSU Active Directory/MyVSU credentials, login to the Dashboard by either:  
 

 visiting https://findtime.microsoft.com – the FindTime homepage 
 

   
 
-Or- 
 

 using the link on the voting page itself or the confirmation page 
 

 
 

 

 

  

https://findtime.microsoft.com/
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The Meeting Dashboard: View Open, Completed and Cancelled invites as well as the number of 

Responses. You can also edit the title, location and duration of meetings. 

 
 

Settings: The Settings link allows editing of Display settings, Invitation Settings, Suggestion settings, 
and Skype settings. 

 
 

Visit Organizer Dashboard and Settings to learn how to use this feature of FindTime.  
https://findtime.uservoice.com/knowledgebase/articles/843009-using-the-organizer-dashboard-and-settings  

 

https://findtime.uservoice.com/knowledgebase/articles/843009-using-the-organizer-dashboard-and-settings
https://findtime.uservoice.com/knowledgebase/articles/843009-using-the-organizer-dashboard-and-settings
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E. DISABLE FINDTIME ADD-IN 
 

1. Using your Active Directory credentials, log-in to MyVSU from www.valdosta.edu, and select 

VSU Email. 

2. Click on the Gear icon  in the upper-right corner of the screen > Select Manage add-ins 

3. Click My add-ins category > Select the On/Off bar next to FindTime in the list. 

4. Click Close. 

 

 

 

F. FINDTIME ONLINE SUPPORT 
For more help and to learn about additional features, tricks, privacy concerns, and limitations, visit: 

 FindTime official site: https://findtime.microsoft.com   

 FindTime feedback forum at https://findtime.uservoice.com/ 
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