Place an Appointment, Reminder, Event or Anniversary on Your
Calendar

"* Maore=  Filter by =
Mr i Open your Calendar

hdeeting
Click the New action and select Appointment, All Day Event,

Sppaointrment
Anniversary or Reminder.

Al Day Bvent
Anniversary
Rerninder

Event Announcement

Complete the Calendar Entry Form and click Save and Close to place the entry on your Calendar.

| Display* Check Calendar...

i ¥ sign [~ Encrypt -
AR Calendar Entry Type a Subject, selecta [/ae Private
: date, time and location W Notify Me T
Type: | Appointment (if applicable) I Mark Available

B
Subject: Work on Budget Proposal
r i v r
"Mark Private" so
When: Starts: Fri 08/22/2008 D9:30 M) [ JLocal time .
| J' J! J sumec!ne else can't
Ends: | Fri 08/22/2008 (130 amf [ Jocal time see this entry when
Repeat This entry does n —l they view your
. Calendar.

s Location: Select repeat "Notify Me" to select
options (if when you want an
Category: applicable) alarm to remind you of
this entry.
Description |

"Mark Available" if you
| Attach.. | do not want to look

=Enter the description of this event= husy when someone

Type text or attach a file in
the Description field
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views your free time.




Edit/Delete an Entry

To delete the Calendar
entry, click it once to select
t on your Calendar and then

click the Delete action

18 fus::
Auvgust 2008
[ 09:30AM - 11:30AM Work on Budget Proposal |

o edit the Calendar entry,
double click it to open it,

make the changes and
then click Save and Close
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Specify Your Preferences

Use Calendar and To Do Preferences to set calendar display options, specify your free time schedule,
set automatic alarms and delegate access to others.

e Click the More action and select Preferences

Preferences

F
Calendar & To Do | Access & Delegation ]

Calendar - Display
Entries | 'l.l'im] Maofices ] I
Defaults for New Entries

Entry type: |Jﬁppuin1manl E‘ (]

Duration of mestingz: and appointments: rninutes
Repeat duration for anniversanes: }ﬂﬂaﬁ
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