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How do | view and accept an appointment?

1. Appointments are received just as emails are. New appointments that you have not yet viewed will

appear in your Mailbox.

Date -

5/4,/2007 10:00 AM

o= Mailbox Clock indicates appointment
Subject
Mike Kowalchuk Testing Meeting
= | sadowski <sadowski@uchicago.edu | Salary Survey

5212007 1:24 PM

2. Double-click on the subject line to open the appointment you want to view and accept.

E, Appointment Fron: Kristen Freilich

File Edit %iew Actions Tools  Window  Help

J m.ﬁ.ccept - EDecline * L Close Q Reply =

Appointment |F'ru:uperties I Personalize I

From: Eristen Freilich

To: Kristen Freilich; Sharon San Miguel
When: Monday, February 19, 2007 at 2:59 PM (1 Hour)
Where: 7th floor conference room
Subject: Documentation update meeking

-0l x|
Ep 42 & L ‘ j— 5] Delegat ?

22007 2159 PM

Hi sharon,

Tharks,

Kristen

I've also included Bob Kettel bo atkend the meeting, See vou then,

3. Click the Accept or Decline

u’.ﬁ.ccept - aDecline -

button on the toolbar. If you selected

Accept or Decline with Options, you can type a comment (optional).

4. The sender can view your comment by viewing the item properties in the Sent Items folder.

Visit http://www.ccc.edu/groupwise/ for further assistance.
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