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Making an Appointment

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.
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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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