
Advanced features within Drake’s web-calendar system 
Included: how to create a meeting from email messages and address book contacts, sharing 

your calendar with people OUTside of the Drake system 
 

 

Creating a meeting request from messages and contacts 

 

You can quickly create a meeting request by simply dragging and dropping a message, 
conversation, or contact (in your Address Book) to a date on the mini-calendar.  When 
you drag and drop a message or conversation, the information in the message is used 
to populate many of the fields on the Appointment page. 
 
For example, if I drag the message re: Meals from my in-box on to October 31 in the 
mini-calendar, the Appointment page appears with many fields already completed. 
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The subject is taken from the e-mail.  The attendees are the e-mail addresses who were 
in the To: From: and Cc: sections of the e-mail.  The text is the entire body of the e-mail 
message.  You can edit any of the fields from this screen.  E-mail attachments are NOT 
attached to the appointment request.  Click Save to send an invitation to the 
appointment. 
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You can do the same thing with Contacts. 
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