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Create Group Calendar Entries in Lotus Notes

To create a meeting and invite people to attend:

° Click the ‘Create’ button in the toolbar, and select ‘Calendar Entry’ from the drop-down
menu.
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Type: |Meeting i| %
‘ Subjact: [TestTest Test
When: Starts: [Tue 010812009 [0200PM ] [Local time
1 hour
Ends: [Tue 01/0az009 [03:00PM [ [Local time
Repeat: Cancel Repeat
Who " Donotreceive responses from invitees [~ Prevent counter-proposals [ Prevent delegation
% Beguired; [Janice M Hacknewst. Catherine@CSC
Optional: |
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“ou have not entered any conference call information into your Calendar conference call preference.
Fooms: [ | [ Find Rooms...
Resources: [ | [ Find Resources...
Online Meeting: There is no online meeting
Category:
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. Fill in the description of your meeting.
° If you click the ‘Find Available Times’ tab, you will be able to see if people have other events

already scheduled in their Lotus Notes. Drag the thick vertical bar in either direction until it us
green; this means all people and locations are available. Dragging this bar will also change the
time of the meeting in the top half of the message.

Description ] Find Awvailable Times l

Drag this bar back and forth to find
Select Invitees to find free time for just those individuals, times when everyone is available

" Summary % Details L

Tuesday, January 6, 20 E/lv Wednesday, January 7, 20
Invitees Tam Sam Sam 10am 11am 12pm 1Tpm® 2pm 3pm 4pm Fam Sam 9am 10am 11am 12pm 1 pm
v All people
| Rebecca Elizabeth Thieln
7 & Required L | | [ [ [ NN N N N N

v| Janice M Hackney/St. Ca

Scheduled Rooms Tam Sam 9am 10am 11am 12pm 1pm 2pm 3pm 4pm 7am Sam 9am 10am 11am 12pm 1 pm
Scheduled Resources Tam Gam Sam 10am 11am 12pm 1pm 2pm 3pm 4pn 7em Sam 9am 10am 11am 12pm 1 pm
< |
fwailable ™ Already Scheduled Lnavailable Mo Info Info Restricted
° Click the ‘Save and Send Invitations’ button at the top of the window.

Any meeting invitations you receive will show up in your inbox, just like any other message. To accept
or decline a meeting invitation:
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cept, the meeting will be added to your i %Accept {5} Decline >3Respond ~ Reguestinformation.. Check Calendar...
Lotus Notes calendar. <! - Invitation: Test for doc

. . Tue 017062009 10:00 Akt - 11:00 Ahd
L If the chair of the meeting requested to Atendance is required for Rebecca Elizabeth Thielman

be notified, they will receive a message char. [Robert C Craft/St. Catherine
. . . . Location: Help Desk
saying if you will be in attendance or

° Double click the message to open it.

Bl ) Invitation: Test for doc

‘ Robert C Craft has invited you to a meeting. You have not yet responded.

not.
Required: |Rebecca Elizaheth Thielman/Students/St. Catherine@CsC
Description |
Come to this meeting. We will provide coffee and donuts.
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