
 
 

Adding a Loop Agenda to Outlook Calendar Invitation 
Using Loop agendas may be helpful for internal meetings, collaborative agendas for 
multiple contributors, real-time updates, or ongoing projects or recurring meetings. 
 
STEP 1: Create a New Meeting Invitation  

1. Enter a meeting title. 

2. Add attendees 

3. Select the date and time 

4. Select a meeting format (Zoom, Teams, etc.) In this example we used Zoom. 

 

STEP 2: Open the Email Body Editor 

Next, click into the body of the invitation. This is where we’ll insert the Loop component. 

 



 

STEP 3: Insert a Loop Agenda Component 

1. Click on the Insert tab 

2. Click “Loop Component” 

3. Select “Checklist.” 

 

STEP 4: Customize the Agenda  

Now, customize the agenda with your meeting topics. You can add time slots, 
presenters, notes, and more.  

 

  



 

STEP 5: Add Task List   

You can also add additional components to the agenda like a task list to track action 
items.  

1. Click the plus sign below the check list you inserted 
2. Scroll down to Templates and select Task List (Be sure to check out the other 

templates!) 
3. Add tasks, assignees, due dates as needed at the conclusion of the meeting. 

 

 

 

 

 

 

 

 

 

 



 

STEP 6: Ensure Attendees can edit (optional) 

By default, meeting attendees have ‘view only’ permission.  Meeting attendees can be 
provided ‘Can Edit’ permissions so they can contribute before, during, or after the 
meeting. 

1. Click the title of the Loop component  

2. Click Manage access 

3. From the More settings drop down menu select “Can edit” 

 

STEP 7: Turn off Allow Forwarding (optional) 

If you want to limit who can share the meeting details, Outlook allows you to disable the 
forwarding option. This can help maintain control over attendance and ensure sensitive 
information stays within the intended group. 

1. Click on Response Options (in the Invited Event tab) 
2. Uncheck Allow Forwarding 

 



 

STEP 8: Send the Invitation  

Once your agenda is ready, click ‘Send.’ Attendees will receive the invite with the 
editable Loop agenda embedded. 

 


