
 
Outlook Tip for Remote Workdays 

 
 

Employees should use Outlook to indicate that they are “Working Elsewhere” 
on their scheduled remote workdays. This will allow for greater transparency 
for colleagues and stakeholders on how best to reach you (i.e. virtual meeting 
vs. in-person).  

This can be done by creating a reoccurring calendar invite on the remote 
work days for the duration of the term (see below).  
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