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Making an Appointment

When you click on this button it will open up your Desk Top Diary view. In here you can set up an
appointment by clicking on the day, then double clicking on the time and entering the details of the
appointment.

ol m=SleSl =)
MEEMA ; Al a8 = | Hal I
Dy Week List [5 2 [1c ¢ Sobundey December 24, 2022 3 1)
6 au Fon Tus Wed Thu P0Gl Gm
Dary 0 | 1 2 3 +
T A E 8 7 z 3 15 1"
Dhary Lt 7. 113 4 15 1B 7 A8
M 9 8 B b e s
nbz [ TT] be o7 D8 o9 o0 m
| ’
Progrss S for Action g au G o Today: December 20, 2L2
S, ) Mordar 1912/2002  [Thaedy 2201202022
T Al
Contact Events due far Calback 0
1 am

Casrent Vscancies
Trackas Vacsacies 12
Jokpot Vacances

Unauthorised Pacsments

£l
=)
&1
en
g
mRpom 0 Tumsday. 207202002 Fidhay, 23120002
Backup Log 3
i
ncomng SRS 4
Chars !E
L
Saka Pooka 3
[
niemal Crat 0
T Bahacay 240 202
£V
8 M
i
9
2 anday 251 22022
0 P
el
11 Pu
30

Alternatively, you can right click on the time and select 'Make Appointment from the menu. This will
open a new window where you will fill in all the details. This will also set a reminder pop up for the
appointment.
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