)
I T @ ﬁvo GroupWise 8: Creating an Appointment in WebAccess

« Click on the Calendar tab. - S
Mailbio: @m ohtacts Documents

o In your Calendar, open the Day view. #|E Day |wEek: [31] Manth ‘

e Select a date from the calendar on
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dragging your mouse on the schedule Tl Gisy) 23
area. Subject:  |Groupwise Training

. _ . Tirmes 900 AM - 1:00 PM
The following window will appear. ‘ Location: [z 222

« Type the Subject. Calendar: | Calendar -

 Type the Location. " Post || Cancel || More options... |

e Select your personal Calendar.

e Click Post.
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