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Key Point:

You can only view calendars, schedules, eMail, etc. of other campus Webmail or Deskmail users on
campus. If the other person does NOT use Campus Webmail or Deskmail, you can add them to a Group
Calendar or Schedule list, but you will be unable to view théarmation.

Miscellaneous but important notes

CampudDeskmail actually has a variety of tools that, used together, can make processing your calendar
much easier and provide you with control over who sees your calendar, and mail, and what they can see
and do while accessing your calendar, if you permit access at all. Here is an overview of some of the
tools:
o Delegation settingg use these to determine who can/cannot read, create, edit and/or delete mail
and/or calendar and To Do items.
e Confidential i use this when creating a meeting that you do not want others to be able to view,
even if they can see other calendar entries
e Work Hours setting i use this to determine which hours you have available for meetings. Set
your typical work hours here and lishich people can view them (not the details on WHAT you
are doing, just if you have meetings scheduled at any given time)
e Automatically Process Invitationsi use this to handle incoming invitations automatically. The
meetings are placed on your calendsd the eMails are removed without any action from you.
e Address Booki if you create a group for eMail, use the same group for invitations
e Schedulei use this to determine if/when invitees are available while you are scheduling a
meeting. You are looking #éheir Work Hours settings, if they allowed you to, and their calendar.
Unless they granted you permission, you cannot view what they are doing, only that they are busy
e GroupCalendariuse this to view multiple pdevpybreds fre
to in Work Hours settings, and what they are doing, if they have granted you access to their
calendar.

Address Books

Remember that in Campiseskmail, you can access names from two different address books:
1. CSU EMail Directoryi this contains 4lCSU faculty, staff and students who have not requested
that their eMail address not be made public.
2. Contactg this is your personal address book. It contains any information you had added and can
be CSU or notCSU addresses. You cannotviewifoBUp® pl ebs cal endars or e

Note: It is recommended that CSU eMail addresses not be added to your personal address book if they are
|l isted in the public directory. Reason being if
automatically beipdated in the public directory, however, the address listed in your personal address

book will not be updated.



Calendar Views

There are three different ways of accessing your calendar from Desl&hdiiree will access the same
calendar; it is simply what method you are comfortable with using.

1. In the upper |l eft corner you nsiep2os3e Expand but t on
60pend and select O6Calendar d

‘E N =5 Workspace
~— p—

| Clear |

[, Mail

£} Contacts
To Do

2. Along the left side you will have icons, seleche &6 Cal endar é i con.

I f you do not have these icons, but would I i ke
6Dock This Listéo

File Edit Wiew Create Actions Tools

[T == Wnrkspace x
Use Large Icons
Dok e Lisk

3. Open your mail box, expand Qelnaun dgprtd ons and sel

X @ Email Administrator - Mail I

BEFEXLEADERCHB & |

Email Administrator ( = 55 New ~ =1 Reply -
stemlla Switch ko Calendar

Switch to To Do
whatsup

@ Drafts

. whatsup
=1 gent

&

&

&]Inbox
=)

=



In Campudeskmnail, you have several options for viewing you calendar: One day; two days; one work
week; one weelgr one month.

You also have the ability to set the default view for when you open your caléitiile the calendar is
opered simplyselect the view desired and it will automatically become the default for when the calendar
is opened in the future

E\ﬁews
E Cne Day
E Two Days
E One Wiork Wieek
% One Yveeak
ﬁ One Manth
5 Lists
@ Entries and Motices

2l malandar Ertrins b

Read details on an entry

You can click on any entiiy the viewto open the entry and view the details

|Z]9Edit _‘ﬁg.PanicipantActions' RequestInformation...  Check Calendar... 'i'_}'

\/". Staff Meeting
(@ w Fri 07/31/2009 11:00 Ak - 12:00 PM
\!ﬁ Attendance is required for Email Administratar

Chair: Carl R Prince/c.prince/CSUOHIO
Mo Location Information

Required: |Emai| Administratorfemail. administratonCSUOHIO@CSUOHIO

Description l Personal Notes




Or you carpreviewt h e

sel

entry, expand 6Showé and
[ Preview on Side Sun :
L] Hide Preview
Filter by 3
Summary
v Calendar Fooker
. TT 1z
Resulting in (preview on bottom was selected for this example):
fl Mew - %Panicipanmctions + Copy Into Mew - ?ﬂ Mare - Q 3 H show -
q July 2009 »
IMan ; Tue Wed ; Thu Fri . Sat Sun
-
13 14 15 16 17 15 19
20 21 22 23 24 25 6
27 28 29 30 31 Aug 1 2
Order hardware Create Webmail docu[F’osterforSkillpon ~ 3
[Install zoftware : 02:00 P new mee B
Day 212 - 153 days left in the year_v -
-~
Staff Meeting
Fri 07/31/2009 11:00 AM - 12:00 P
Attendance is required for Email Administrator 3
Chair: Carl R Prince/c.prince/CSUOHIO F
Mo Location Information
Required: |Emai|AdminiStratorIemaiI.adminiStratorICSUOHIO@CSUOHIO
Description I Personal Notes
v

ect

ei

t he



Create Calendar Entries

1. Fr om

exampl e

t he

cal

endar

6Meetingd wild.l

I

expand

ﬂ Mew = hore -

Meeting

Appaintrient

All Day Event
Anniversary
Reminder

Ewvent dnnouncement

Message
Contack
Group
To Do

O0Newb ceatedinthie | ect

used)

2. Enter the subject and set the date and time for the meeting
3. If desired, enter any special notes or the agenda in the details ¢ectmhdown to view this

section)
4. Sel e c tandBeBdinvitationH
Save and Send Invitations  Sawve as Draft  Display>  Delivery Options... Check Calendar...
~
[T Returnreceipt T Sign [ Encrypt ™ Mark Private Tl
Type: Meeting ™ Mark Available
‘ Subject: | |
When: Starts: [Thuo7saoizo0 s (0345 M [ [Local time
Ends: [Thu 071302008 [04:45PM (5] [Local ime
Repeat: This entry does not repeat
Wi ™ Do notreceive responses fram invitees [ Prevent counter-proposals [ Prevent delegation
Required: | |
Optional: | |
FYl: | | u
Wihere: Location: | |
-
You have not entered any conference call information into your Calendar conference call preference.
Rooms: | | Find Rooms... |
Resources: | |[ Find Resources.. |
Online Meeting: There is no anline meeting
Category: | ‘ “

t

he



Type of Calendar Entries

Your calendar can contain different types of entries. The most common are meetings. The type of
calendar entry to be created can be selected when creating a new entry, from the calendar view expand
O60Newbd and s e lergrgtype, oriorece it ankeve amtdy @xpanding on the type tab and selecting
from the list.

vl NevOMDre -

Meeting
Appainkment
All Day Event 1 MEWNIELEIPL 1 31yl 1 EHLIYEL
Anniversary Calendar Entry
Reminder -
Event Announcement Type: Meeting .
Message Appointment
Contact All Day Event
Group I: Anniversary
To Do Reminder
OR Starts: [Thu 07/302008  [se] | 03:45 P

Meetings

Meetings are for a set period of time, but can be repeated at specified intervals, and you can invite others

to your meetings (they witleceive an eMail with the meetingf or mat i on) . I f i nvitin
meeting, you can also check their meeting schedule against the time of this meeting to avoid any

conflicts.

Save and Send Invitations  Sawve as Draft  Display~  Delivery Options... Check Calendar...
-
= [T Return receipt ™ Sign [ Encrypt ™ Mark Private
c Calendar Entry ™ hotify Me {5
8 e Mesting ] ™ Mark Available
Subject: |
Wihen: Starts: [Mon Dgi02i2008  s] [ 10:00 AM ] |Local time
1 hour
Ends: [mon 0ai03/2009 ie] [11:00 M ] [Lacal time
Repeat: Thiz entry does not repeat
Wik [T Do natreceive responses from invitees [ Prevent counter-proposals [ Prevent delegation I
Required: | I




Appointments

Appointments are for a set period of time, but carepeated at specified intervals. You cannot invite

people to appointments. These are typically for entries such as personal appointments or meetings with

nonCampus people.

-

Save and Close Display™ Check Calendar...

™ sign [ Encrypt

™ Mark Private

™,
i
[ Calendar Entry ™ Notify Me £
Type: | Appairntment [ ] I~ Wark Available
‘ Subject: || |
When: Starts: [Man oainzzo0s s [10:00am @] [Local time
1h
Ende: [Man oainzzo0s s [ 110040 [ [Local time Dur
Repeat: Cancel Repeat
Where: Location: | |
Categary: |
Reminders

Reminders have a start time, but no end time. They are desigmeedinal you of a task at a specific

time.
Save and Close Display™ Check Calendar..
2= ™ sign ™ Encrypt ™ Mark Private
) Calendar Entry ™ Notify Me 73
\ . 5]
Type: |Rem|nder il
‘ Subject: | | ‘
Wihen: Starts: [mon Dam3/2008 ] [10:00 A (] [Lacal time
Repeat: Cancel Repeat
Where: Location: | |
‘ Category: | ‘




All Day Events and Anniversaries

All day events and anniversaries are not time based. They appear on the date specified in the event.

Save and Close Display>  Check Calendar...

Save and Close  Display~™  Check Calendar...
™ Sign [ Encrypt play

(_  CalendarEnt -
= ry o) ™ sion [ Encrypt
: All Day Event ] 4 Calendar Entry
=
L=
4 Anniversary ﬂ
Subject:
When: Starts: Mon 08/03/2000 |15 Ut
Ends: Mon 080372009 |16 When: Starts: Mon 08/0372009 |18
Repeat: Cancel Repeat Repeat: This entry does not repeat  Cancel Repeat
Where: Laocation: Where: Location:
Categary: Categary:

Invite people to meetings

You can invite one or more peoplert@etings by creating a calendar entry and entering their names in

t hRequired f i el d.selectd/lS eamdSgnd mvitation8 , t hey wi |l |l receive an
Depending on what eMail system they are using thay also be able to reply andtomatically add the

meeting to their own calendar.

Invite field not available?

CampudDeskmail allows various types of calendar entries. You can invite people to meetings, but not
appointments or other types fieldcrmgethdtywesofentryltof you d
OMeetingho
[T Sign [ Encrypt
1. Select the droglown arrow next to the entry type Calendar Entry

2. Sel ect 6Meetingb Appolntment

. . s Starts: Fri 07/31/2009 [T1o:00am B Localti |
CampusDeskmail provides several methods for inviting ™" ' * et

people (this will look similar to addressing an eMail)

1. Type the eMail address OR
2. Select the address from the directory (address book) OR
3. Start typing then request Camgddsskmail to locate matches



Type the eMail Address

In the o6l ndiamed, 660OpPdi binall ds you can manually ent
Save and Send Invitations  Sawe as Draft  Display™  Delivery Options...  Check Calendar...
[T Returnreceipt T Sign T Encrypt ™ Mark Private
% Calendar Entry ™ Matify Me £
Type: Meeting E ™ Mark Available
‘ Subject: | |
When: Starts: [Friomsatizong sl [1o:0nam (3] [Local time
1 hour
Ends: [Frioratizong sl [11:00am (3] [Local time
Repeat: This entry does not repeat
Wi ™ Da notreceive responses fram invitees [ Prevent counter-proposals [ Prevent delegation
Required: [iane.doe@hotmail carn |
Qptional: |johndoe@yah00.com| |
Fl: [ |

Select from thePublic Directory

You can use both your Contacts and the CSU eMail Directory, which contains all publicly
available faculty, staffRegmudretdddent s.

Reguired:

Optional: T (0] U S
F1:

To select an address from your personal address book, follow the stepisdistedexcept in
step 1, select your personal address book.

Select from the CSU eMail Directory

1. Verify the Direct eMayi li sDiproeicnttoirnygd.t o IRFCSb tE e x p ¢

0 CSWakE | Directoryo
Select Addresses [ |
Chooze the directary, then type all or part of the name.
Directory: |ESU E-Mail Directory (VJ) Wigw by |Listbyname v|
Find names starting with: I st
FERP2 Direct - -
B 0036684404/ afygright Coter Requied »| [ Required
£ 0035634405/ Lag Local Address Books - = Optional
& 0035684408/Lay S50t _Optional > |y
B 10874491 08/ apropens ——
& 18tudent, Advising
& 2009, D54
& 25tudent, Advising “
<1 3
Details... Femowve Femove Al

Tip: You can drag and drop the names

Ok Cancel




2. Type t he FRirdmamestartingwiti@ f iTlelsehrch will occur automatically as the
name is entered

Select Addresses ﬂ

Choose the directory, then type all or part of the name.

Directary: | CSU E-Mail Directory v | Wigw by | List by name v |
Find names starting with: |princ:e | Rlzchizrte
& Prince, Anjelay # | | Required P| = Required
Brince Carl B = Optional

Prince , Courtney J Optional ™| |—f Fy

Prince ., Krizhna L
Prince . Kyria &
Prince . Tamika b
Prince . Tanya i

Frl =

» e e e e @]

|£

&/

Details... | Add to Contacts Remove Remove Al
Tip: ou can drag and drop the names 0K Cancel

|

3. Sel ect the desiRequidednam®Opt heomaeidt wmer 6&YI 6 butt o

Select Addresses ﬂ

Choose the directory, then type all or part of the name.

Directory: | 5L E-Mail Directory A4 | Wiemw by | Lizt by name w |

Find names starting with: |prince | Recipients:

S Prince ., Anjela ¥ A { |= FRequied
& Prince . Carl R +q Carl B Prir
& Prince . Courtney J M = Optional
& Prince, Krizhna L = Fvl
’ Frl =
& Prince ., Kyria & £
& Prince , Tarnika M
& Prince ., Tarya b v
2 > >

<\ [m|
Details... | Add to Contacts Remove Remove &l
Tip: You can drag and drop the names ok Cancel

4. Repeat above steps iif additional addresses are

10



Start typing then request Camp3esknail to Locate Matches

Type in aname or a part of a namé, n  Relquiredd, 6 Opt i o n a,lfobowediby acdmmh 6 f i el

Save and Send Invitations  Sawve as Draft  Display>  Delivery Options... Check Calendar...

I Returnreceipt T Sign [ Encrypt ™ Mark Private
% Calendar Entry [ Motify Me 7
Type: Meeting il ™ Mark Available

‘ Subject: | |
Wihen: Starts: [Friomiatiznoa ]| (1000 4 (3] [Losal time
1h
Ends: [Friomiatiznoa sl| [11:00 M (3] [Losal time o
Repeat: This entry does not repeat
Wik [T Do notreceive responses fram invitees [ Prevent counter-proposals [ Prevent delegation
Reguired:  [smith,| |
COptional: | |

Once the comma is entered, a search will automatically be performed on the pedtdossd book and
the public directory. If only one match is located, that name will be displayed in the field in which the
search was performed.

If more than one match was locatddg 6 Ambi guous Namedé screen wil|l di
thedesr ed name and then select 6 OKbd

Ambiguous Name [ x|

smith

Select which name should be used. Details...
Hame % W ail Address 7 b il Domnain 2

Aaron T Smith/a.tsmith65/CSUOHID central mailbox@csuohio.edu CSUOHIO ~
Abram J Smith/a.j.smith85/C5UOHIO ajzmil 3 3Ehotrail. com CSUOHID o
Adam C Smi . 5mith: UOHIO CSUOHIO

Adam C Smith/a.c.smith7B/C5U0OHIO halfricand200@yahoo. com CSUOHID

Adam B Smith/a.r.smith60ACSUOHID central mailbox@csuohio.edu CSUOHIO

Adam Smith/a.smith57/CSUOHIO CSUOHIO

Adral Smithda | smithR2ATSTTHIN rntralzi@ian ram CSHNHIN 4

Cancel

11



Check Invitee Availability

Al t hough you may not have access to another perso
for a meeting. If the invitees use the Campeskmail, orWebmail, calendgrand if the/ have not

l'imted the calendar vi ewCheckAvsgilghedimdsi ¢t apeopl edenou
they are previously engaged.

In this example, 2 people have been invited to a meeting s&0®at 10am.

Save and Send Inwitations  Save as Drat Display~  Delivery Options... Check Calendar...

[T Returnreceipt [~ Sign [ Encrypt I Mark Private
% Calendar Entry ™ oty Me

Type: Meeting E [ Mark Available
Subject: | |
Wihen: Starts: [mon /0212008 [i6] [10:00 AM [F] |Local time

1 hour

Ends: [Mon 08032008 [i6]| [11:004M [T [Losal fme

Repeat: This entry does not repeat
Wik [T Danotreceive responses from invitees [ Prevent counter-proposals [T Prevent delegation

Reguired: |Carl R Princedc.prinee/CSUOHIO@CEUOHIO, Nates AdminfCEUOHIO@esuahia |

Optional: | |

FYl: [ |

T h &indAAvailable Timé bisaelected to confirm availability of all 3 people, self plus the two invitees.
Note: scroll down to view this section.

Description ] Find Available Times l

Select Invitees to find free time for just those individuals.
" Summary * Details =)

Manday, August 3, 2009 - Tuesday, August 4, 2009

Invitees 10am 11 am 12pm 1pm 2pm 3pm 4pm  Fam Sam S9am 10am 11am 12pm 1pm 2pm 3pm 4pm  Fam Sam 9
+ Al people

| Email Administrator/ema
v E Required ] I . L1 I .

+| Carl R Prince/c.prince/CS

v Notes Admin/CSUOHIO
Scheduled Rooms 10am 11am 12pm 1pm 2pm 3pm 4pm  Fam Sam 9am 10am 11am 12pm 1pm 2pm 3pm 4pm Tam Sam 9
Scheduled Resources 10am 11 am 12pm 1pm 2pm 3pm 4pm  Fam Sam Sam 10am 11am 12pm 1pm 2pm 3pm 4pm  Tam Sam 9

[0

4 | >
Hwvailable u Already Scheduled Unavailable Mo Info Info Restricted

Availability Definitions

N

12



If there are any conflicts, CampDeskmail will list suggested times when all are availatfelect
6Summaryd to view any suggested ti mes.

Description ] Find Available Times l

& - to find free time for just those individuals.
; Details [

Invitees *Suggested times for selected day > Check if all required can attend
¥ All people
| Email Administratoriema August 3, 2009

¥1 & Required when Fequired Optional | Fooms | Resources #  August 2003 »
¥ Carl R Prince/c.prince/CS Su Mo TuWe Th Fr Sa

7I Notes AdmIn/CSUOHIO  [;0.00 AM. 11:00 AM 20f2 . . ; %7 B/ B/ W A
11:00 AM - 12:00 PM 2012 ; ; ; z 4 5 B 7 8

310 11 12 13 14 15
16 17 18 13 20 21 2

23024 25 % 27 M2
Scheduled Rooms !N 12 3 405

Scheduled Resources
Use Selected Time

To change the time of the meeting, select the desired timetfre list of recommended times, and select
the 6Use Selected Timed button.

13



Set Your Calendar for Viewing

If you would like others to bable to see yawschedule availability, set your defaults:

1. Sel bMaoedamd t hen O6Preferenceso

ﬂ e = S@J}.Panicipanmctions - MoreO

Mon Tue Quk of Office. ..
Jun 29
Import Holidays. ..

Manage Imported Calendars ...

Open Person's Calendar...
Create Group Calendars...
Calendar Cleanup. ..

2. Select the 6Access & Delegationd tab and

Preferences | x|
I il ] Calendar & To Do ] Accesz & Delegation l

Acocess to Your Mail & Calendar ] Access to Your Schedule l Shortcuts to Others' Mail ] Cancel

“You may contral how much information about vour schedule fwhen you are busy and available) others
may see when scheduling a meeting. For people who are not allowed to zee your schedule, the
Scheduler will dizplay "Info Restricted."

Schedule Access

Wwho i

d to zee your schedule information?

" Mo one
" Onlythese people and groups:

‘What schedule infarmation are they allowed to see?

% Detailz about ry calendar entries

" Only oy availability

" Only my availability, except show details to the following people:

¥ Do notinclude the subject of calendar entries in details
The level of detail is set by your systern administrator, but it usually includes when you are available.

Mote: Granting access to your schedule infarmation iz different from granting access to vour calendar. Go
to Access & Delegation to grant access to your calendar.

3. Set options as wanted
4. Sel ect 60OK6 to save

Note: this will allow others tgee if you are busy, but will not allow them to see the subject matter,
location, or details of your calendar entries.

14
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Set Your Work Hours of Availability

You can define your work hours so that when others view your availability, only those timeadisted
your work hours will be seen as available for possible scheduling.

1. Sel ect 6Mored and then 6Preferencesbo

¥ Mew - _‘?‘_.Jif.ParticipantActions - Mor@

Preferences. ..

Mon Tue Out of Office. ..
Jun 29
Irport Holidays. ..

Manage Imported Calendars ...

Open Person's Calendar...
Create Group Calendars...
Calendar Cleanup...

[

2. Select the 6Calendar & To Dob6 tab, the 6Schedu

Preferences

b il ] Calendar & To Da l Access & Delegation ]

Dizplay l Scheduling l Alarms l Autoprocessing l Colars l Fooms & Resources

Scheduling l Scheduler Display] Sametime Unyte ]

3. Select the days on which you are scheduled to workdeafide the work hours. To define a
lunch break, or any other break that will occur at the same time on a given day, separate the times

before and after the break with a comma. Ref e
example
Availability

Specify the davs and times vou are available for meetings.

Time zohe:

Daw Time {example: 09:00 Ahd - 12:00 P4, 07:00 PrdA - 05:00 PrdA)

[~ Sunday:

W tdanday: 07.00 Abd - 04:00 Phd

W Tuesday: 07:00 Ak -12:00 Ph4, 01:00 PhA - 05:00 P4

W wednesday: 07:00 &k - 04:00 P

W Thursday: 07:00 Akd - 04:00 Phd

W Friday: 07:00 Akd - 04:00 Phd

[T Saturday:

4, Sel ect Oconpléte wh en

15



Update Calendar Entries

I f a meeting changes, you can easily move it on

You can drag/drop the meeting to another day and/or tifte system will request that you confirm the
newdatetime. You also have the ability to cHeall schedules before confirming the new time. Once
confirmed an eMail will automatically be sent notifying everyone of the new time.

Reschedule Options [ |

‘When would you like thiz fMeeting to be scheduled?

Cancel

Starts: [painaizons ss[[0z00PM @ [Localtime  a

Ends: [oer042009 s [0300PM @ [Localtime ] THE

Check Schedules...

A notice will be sent to all invitees infarming them the meeting has been rescheduled.

™ Include additional comments an notice

Any roomfresource reservations for this meeting will alzo be
rescheduled.

Or

1. Double click on the meeting to open the entry
2. Set a new date/time and sel ect 6Save and Send

Save and Send Invitations Yé, Cwener Actions »  Display™  Delivery Options...  Check Calendar... Q hd
— [T Returnreceipt [ Sign [ Encrypt [ Mark Private
Calendar Entry ™ Motify Me T
- Type:
e " ™ Mark Available
Subject: |new meeting
Wihen: Starts: [Man 08312008 |02:00 PM g||_oca|time
1 hour
Ends: [mon 0e/03i2008 [ie] [03:00 P [F] |Local time

16



a. Orexpafwnerdcti onsd and t hen

OReschedul

Save and Send Invitations |%OwnerActionsv Display> Delivery Options... Check Calendar... Q'

Reschedule

™ Rety  Cancel
Calen  Confirm
Type: Wigw Invitee Status
Send Message to All Invitees

Send Message to Invitees Who Have Responded

[~ Mark Private
[~ motify Me?;:j
™ Mark Available

Send Message to Invitees Who Have Mot Responded

Subject: hew meetng

b. Change the informationasneededh d t hen

‘When would you like thiz fMeeting to be scheduled?

Starts: [painaizons ss[[0zo0PM @ [Localtime

B [ogi04i2009 ss[[03:00PM @] [Localtime  afTH

Check Schedules...

A notice will be sent to all invitees infarming them the meeting has been rescheduled.

™ Include additional comments an notice

Any roomfresource reservations for this meeting will alzo be
rescheduled.

s el

6 OK©O

Reschedule Options [ x|

When you change a meeting to which you have invited people, Cadassail will automatically send

an update eMail to the invitees.

17
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CreateRepeating Entries

Some entries reoccur on a scheduled basis. Instead of entering each meeting individually, you can

schedule an entry to reoccur as needed.

1. Create a new calendar entry

2. Select the type of entry (meeting, appointment, etc)

3. Sel ect tbhhe O6Repeat
When: Starts: [Frio7iatizong s (0200 PM (3] [Local time
wele [Frin7iat2009 e (0300 PM (3] [Lacal time 1 fowr
Repeat: This entry does not repeat
4, Set the repeat pattern to meet OKbbur

Every ©)

Wednesday »
Thursday

v Friday E
Saturday b

How long the Meeting repeats

| [weskis)

continuing for
Starting date: 07r3172009
Continues for: 5 'Weekis)
Ending date: 087282009

Murmber of scheduled Meeting days: §

Friday, July 31, 2009

Friday, August 07, 2009
Friday, dugust 14, 2009
Friday, dugust 21, 2009
Friday, dugust 28, 2009

Cancel

18
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Set Alarm

You can set an alarm for each entry to

1. Sel e cNotifytMe®e ®heck box

™ Mark Private

™ Mark Available

2. Set the alarm notice timrend when it should occur

‘when Motification Should Be Dizplayed

Alarm will go off Minute(s) ¥

Minute(z)

Dravis

Change Default Settings

when Motification Should Be Dizplayed

Bef 4
ILI Alarm will go off Minute(s) ¥ | |Before i
Eefare

‘What Happens When Alarm Goes Off

‘what Happens When &lar

ng

j ust

Within Campuseskmnail, you can change many of the default calendar settings. For example, you may
want to create entries by default, rather than appointment entries. Or, you may wanégbngs to last

30 minutes by default.
To change your default settings:

1. Selectt Mor e 6 &@Rrde ft hreeainc e s 6

.ﬂ e = Ef,_)J'g.ParﬁcipantActions - More -

Preferences. ..

Mon Tue Qut of Office,..

Import Holidays. ..
Manage Imported Calendars ...

Open Person's Calendar...
Create Group Calendars...
Calendar Cleanup...

2. Select the 6Calendar & To Dob6 tab,

Preferences

e ail l l Accesz & Delegation ]
Displayl Scheduling l Alarmsz l Autoprocessing l Colors l Fooms & Resources Cancel

Entries l Wiews l MNaotices l

19
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3. Under t he 9afaults fooNewEntrie® | etlafige settings

Defaults for New Entries

Entry type: |App0intment V|
Duration of meetings and appointments: minutes
Repeat duration far anniversaries: years

PSP S

4. Sel ect OOKO6 to save settings.

Preferences
b ail l Access & Delegation ]
Displayl Scheduling l Alarmsz l Autoprocesszing l Colors l Rooms & Resources Cancel

Entries l Wiews l Motices l

Manage Received Meeting Invitations

Invitations to meetings appear in your Inbox and look like this:

¥] Mew + /=1 Reply ~ & Replyto Al » 2 Forward » [ ~ [= + [ more » & Q) ~ H show -
&= 15ender [+ Subject Date v Size & P
||.Ts] Carl R Prince Invitation:Staff Meeting (Jul 31 13:00 EDT) 07/31/2009 11:42 AM 2K

When the invitation is opened, the details will be displayed as:

2 Subject of Meeting

Who sent the invitation along with the
people who were invited

—

Space fonotes from the Chair, could
include agenda, r
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