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Choose how you want the calendar displayed
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Select Day of the appointment e.g. April 22, 2005

[image: image3.png]2 Microsoft

I

o [=[ ]|

| wpack > =5 - @ [ A| Qsearch GdFavorites Pmedia BB S = H D S
| Address [&) htips://mailtu.ecu/exchange/
|Search for || Pwebsearch = 157 7 G 8| popups alowed = % ?

Aprl 2005 >
S MTWTF S





Enter Subject
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Enter Location
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Adjust Meeting Time
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Adjust Time of Reminder
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Type in any information about the meeting
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[The first session of Outlook training is now scheduled.
Please bring your own drinks and snacks for fun!





You can Invite Attendees by selecting here
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Select Required tab
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Type in the Last name of intended individual > Click Find
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Highlight name > Select Required tab to add recipient > Close
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Click Save appointment OR Cancel Invitation and Close
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Click Send to alert invitees

[image: image14.png]A Untitled -- Appointment - Microsoft Internet Explorer =10l x|

0 \gm\m [ \emmm, & CancelInvitation|

Apiamen | A
S

[ peD pos

Resoutces.

Send [ Save

W Request Responses

Subject: [Doctars appointment
Lacation: [Seguin
Attachments

foodiomes 0P o[ Alldeyevent
T T —

| Reminder [ 13 mnunee = Showtine as[Bury >





See appointment sent from Rodrick’s mail account to a recipient
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Recipient may Accept / Decline invitation here. 
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As recipient, click Send to accept invitation Or you may Not Send Response
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See Recipient’s calendar confirmation.
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Step 1





Step 2





Day, Weekly, & Monthly view.





Step 3





Step 4





Step 5





You can make it an all day event by selecting here.





Step 6
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Double click a message to view appointment.





Click Accept





Step 16





Send to respond.
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