Drake’s Web Calendar

**Using Your Address Book and Contacts List When Creating
Appointments

You can use your contact list/address book to invite others to meetings. If you
have created groups of contacts in your address book, you can use them as well.
This is very helpful if you have contacts that are outside of the Drake community
and thus do not show up in the Global Address List.

1. Click on the time of the day that you want to schedule the
meeting/appointment.

2. Fill in the details of the meeting: Subject (required), Location, Start and

End time.
QuickAdd Appointment |
“Subject: |
Location: |

Show as: | Busy ¥ Mark as: | Public ¥
start Time: [ 2/11/2009 | v |@| 11 v|: 00 v | am ~|

End Time: | 2/11/2009 ;j@ 12+|: 00| pm~]
Repeat: | None ¥ |

Reminder: | 5 minutes before ¥ l

More Details... OK ’ Cancel I

3. Then click on the More Details button.
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4. Then click on the Find Attendees tab

]  Appointment Details

! sa;edmﬁndmmdes [ Find Locations

(<} Find Resources ]

~ Details

* Subject: |

Location: |

Show as: ] Busy '] Mark as: | Public 'l

~Time

1 All day event
srt:[ 2117200 | ~| @ [11 +]:[ 00~ am ~|
w:lmlﬂ@luvh\mv“mﬂ
s L]
Reminder: ' 5 minutes before ¥

Attendees:

Aial v 3(12pt) ¥ § ¥ =

4
Ii#

B I U| xH-~

A |- & = -

5. Next to Find: Type the name of the group.

(5] Appointment Details | [] Schedule % Find Attendees  [E; Find Locations

c} Find Resources 1

|

- Find Attend |
\ - Find: [or] | Source: | Personal and Shared Contacts ~ || Seangl.aj = [[=
Folder Name Email Work Phone Home Phone

6. Source: Use the drop down menu and choose Personal and Shared

Contacts.

5] Appointment Details  [] Schedule &2 Find Attendees | [H; Find Locations

<} Find Resources 2

-~Find Attend
Find: Source: | Global Address List ¥ || Search 2 || =
£ | X =]
. Folder Name \ Contacts Work Phone Home Phone
D AR ~;  Personal and Shared : :
. Global Address List  Angela Battle Global Address List +1515 271 3831
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7. Then click Search. It will then show the name of the group.

5] Appointment Details I@ Schedue  §2  Find Attendees | [H; Find Locations I{g) Find Resources

~Find Attend
Find: [ orT | Source: | Personal and Shared Contacts v || Search | <= =

Folder Name Email Worl

| qull_” Add | Remove Remove All

-~ Attendees for this appointment

Folder Name | Email | Wor

8. Click on Add All and the group members names and email addresses will
show up in the bottom pane.

(] Appointment Detais [ Schedule §2 FindAttendecs |(By Findlocations | (c) Find Resources
- Find

Find: [ OrT | source: | Personal and Shared Contacts v || Search | = =

Folder Name | Emai Work

S
dees for this i LS
Folder Name Email Work
Paul M Morris paul.morris@drake.edu
N Linda C Murphy linda.murphy@drake.edu
Bradley J Toussaint brad.toussaint@drake.edu
Joseph M Dworak joseph.dworak@drake.edu
Angela L Embree angela.embree@drake.edu
Office of Information Technology 3

Instructional Technology, PS
1-20-09



9. At this point you can click back on the Appointment Details tab to finish
creating the appointment or click Save and the appointment has been
scheduled.

| Source: | Personal and Shared Contacts ~ || Search |

Name } Email Work

**The above process assumes you have already created the Group contact list in
your Address Book.
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