Agenda/Meeting Entry Options

Entry options

The general entry options are those visible in the New Meeting window.
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In addition to setting the title, date and time of the item, it is possible to set other general

parameters.

Tentative entries

Entries may be marked as tentative by selecting the Tentative box indicated by the No 1.
Entries marked as tentative appear in adifferent colour (depending on the colour settings
used). Colour settings are determined under Options - Meeting colors.

I nviting People

It is possible to create entries in the agendas of several people. For instance, when
inviting people to meetings.
To invite another person, use the people and resources sections:
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Type the person’'s name or use the search function to find them:
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The additional people appear in the People and Resources list:
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When creating an entry for many people, Calendar will ask whether to send a mail
message informing the other attendees of the entry

Hew Meeting E

@ The attendees' agendas have been updated. Do you alzo wish to zend them an e-mail?

Select Yesto send the mail message or No to skip sending mail. The entry will appear in
the other peoples agendas regardless of the response provided at this point.
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Entries will appear in all these people's agendas, but may be coloured differently,
depending on their colour preference settings (eg. green in the agenda of the person

creating the entry, grey in the other attendees' agendas)

When selecting Yes, aMail Message window will appear, containing the text of the

message to send:
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Depending on the attendees preference settings (relating to reception of notification of
meetings via Email), the attendees' names will appear in the Distribution List box.

To remove individuals from this list, select the member of the list ( by clicking on their

entry with the mouse), then click Delete.

Additional recipients may be added to the list using the add recipient function.
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Click the tick box for the entry owner - usually the entry creator to add the entry owner
of the tick box to all the other attendees.

These boxes are usually only of use when the entry owner or some or all of the attendees
have been deleted and are to be added back again.

The Resour ce designates button adds the people designated to accept entries for a
resource (ie. aroom or equipment booking)

Thetext of the message itself may be changed, perhaps to provide an outline of the
material to be covered in ameeting (rather than aformal agenda).

Meszage to zend:

The following meeting has been added to pour Agenda -
Subject: Untitled

Tuesday, July 13,1939

Time: 300 am to 10:00 am [EST-10EDT)

Fropozed byJulie Spencer
Access level Momal
Impartance level: Marmal ;I
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To edit the text, click in the text box and use standard text editing to change the text if
required.

Adding an Attachment

Just as Email messages may contain attachments, so can Agenda/Meeting Entries. This
can be useful for attaching a document (perhaps containing a meeting agenda)
To attach afile click on the attach button
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A standard file open box will appear
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Locate the file to be attached, then click open. The file will appear attached as an icon
when the paperclip (thisis now red) button is selected.
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Once the file has been attached, it is available to all attendees.
The entry owner may remove the file by clicking the Remove button.
The owner and all attendees may obtain a copy of the file by selecting the Save As button

and then using standard techniques to select alocation. Agenda/M eeting entries with
attached files appear with an icon depicting a paper clip.
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