CREATING AN APPOINTMENT


1) 
• Choose 
- FILE menu

- Option NEW

- Option APPOINTMENT

OR


•  Click “Schedule New Appointment” icon on toolbar

2) 
In The To field:

(This field is used to enter people invited to the meeting, as well as any resources that need to be booked, for example a meeting room)

- Type the persons name/address and / or the code of the resource to be booked.

- Press Enter

- Repeat for additional recipients

OR



To select recipients and resources from a list:

   - Click Address

   - Double-click each person

   - Double click each resource

   - Click OK.

3)
• Type a starting date.


OR

• Click Set Date button to the right of the Start Date text boxes

4)
• Type a starting time


OR


• Click on Set Time button to right of start time field
5)
• Type duration


OR

• Click on Set Time button to right of duration field
6)
Type a subject.

7) 
Type a message.

8)
Click Busy to use Busy Search to find a time when all the people and resources you want to schedule for a meeting are available.  



- OPTIONAL



- Refer to notes “Using Busy Search”.

9)
Send Appointment

