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Creating a New Appointment
QuickAdd Appointment Menu

QuickAdd Appointment The QuickAdd Appointment menu is an abbreviated
. version of the more complete Appointment Creation
Subject: || menu.
Location: |

show as: KR - Mark as: | Public To see additional options such as viewing the

availability of a person, location or resource,

Calendar: | Colondar _ | customizing a repeat pattern, adding attendees and
Start Time: | 4/11/2008 j@ 14+ 00~ adding notes to a meeting, click on the ‘More
BT Imj@ — T Details...” button at the bottom left of the QuickAdd

Appointment menu.

Repeat: | Mone g

Rerinder: | 5 minutes before = You can bypass the QuickAdd Appointment Menu by
going to the Preferences tab, choosing Calendar,
Mare Details. .. oK | Cancel | unchecking ‘Use the QuickAdd dialogue when creating

new appointments’ and clicking on the ‘Save’ button.

1. Navigate to the Calendar tab in SFU Connect.

LAMail | g Address Book E Tasks

FA bz I I'.'IFW:. Dafrach T Maleta M=A | % - R imai

2. Inyour calendar, double click on the date in which you would like to create an appointment. Or, in
the Day, Week, Work Week or Schedule views, you may also click and drag to select a time frame.

s R I s e = Ll o
Sun, 25 Jan Mon, 26 Jan Tue, 27 Jan = =

S0n, 25 1an Mon, 26 Jan’

|09:00
' Mew Appointment

| 12:00 :

SIMON FRASER UNIVERSITY THINKING OF THE WORLD

How-To Guide: Creating, Modifying & Cancelling Appointments



E; [: | l SIMON FRASER UNIVERSITY
THINKING OF THE WORLD

The QuickAdd Appointment Menu should pop up after you release the mouse button.

- Refresh Day Work Week Month Schedule Toda

5un, 25 Jan Man, 26 Jan Tue, 27 Jan Wed, 28 Jan b

QuickAdd

*Subject: | |

Location:

b Show as: | Busy - Markas: | Public +
Calendar: | Calendar -

i Start Time: | 267172008 j@ﬂ (o0 -]
) End Time: [ 26/1/2009 j@g‘ﬂ
Repeat: [Mone  —
I Reminder: | 5 minutes before =
]
Mare Details Ok Cancel

3. Enter the subject of your choice. Note that the Locat/ionfield in this window is text-only; it is not
connected to the list of bookable locations in the system. Clicking on ‘More Details..." and choosing a
location in the Appointment Creation menu is highly recommended.

QuickAdd Appointment

—
*Sub]' o | Meeking WZL‘)

Location: |

TheAan = =TT - | M-l =i Mokli- -

4. By default, appointments are set to show as ‘Busy’ and marked as ‘Public’. You may also change the
destination calendar in which you want to create this appointment, which is automatically set to your

main calendar.

ISLijEI:t: | Meeting XYL

Location: | Flace ABC

Mark as: | Public =
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Select the dates and times for the start and end of the appointment. You can select a repeat pattern
and reminder time from the drop down menu.

Calendar: | Calendar -

Start Tifhe: | 26/1/2009 ~|@ 0pg |00~
End ;| 26/1/2009 ~|@|12z «|: 00~

Repeat: | None i

Reminder: | S minutes before * |

To customize the repeat pattern, click on ‘More Details...", followed by clicking on the blue
‘Customize’ link. See the Creating & Customizing Repeat Patterns section of this guide. Otherwise,
if you have finished, click ‘OK’ to save the appointment.

T—

Repeat: | Mone 7

Reminder; | S minutes before = |

Maore Details., . (04 | ancel |

The new appointment has now been created and should appear in your calendar.

ENEW - @j') Refresh ﬁDeIete =l |] - EDay WorkWeek EWeek @Mnnth ﬁSchedule

2009 un, 25 Jan Mon, 26 Jan Tue, 27 Jan Wed, 28 Jan
05:00
09:00
0900
Meeting x%¥Z
10:00 Place ABC
11:00
12:00
Moon
13:00
14:00

SIMON FRASER UNIVERSITY THINKING OF THE WORLD

How-To Guide: Creating, Modifying & Cancelling Appointments



SF l SIMON FRASER UNIVERSITY
THINKING OF THE WORLD

5] Appointrent Details |5 Schedule &8 Find Attendses (B Find Locations (<} Find Resources Ap po i ntm e nt C reatiO n M enu
Details Time
* Subject: ‘ [ &l day event . .
Locstion| s 77255 5] (58] « G The Appomtmen_t C/_'eat/on_ menu
Show as: | Busy v | Mark as: | Public = ene: [4/772008 | ~ @[22 v | (oo = [ em ~ offers all customization OptIOHS
Repest: |_Hane - available for appointments.
Reminder: | 5 minutes before *
Attondons: All attendees will receive an email notification of this event. S u m ma ry of a d ditio nal 0 ptionS:

= Search/add attendees

= Search/add locations

= Search/add resources

= Add meeting notes

= Customize a repeat pattern
= Mark as an All Day Event

= Add attachments

= Spell checking

» View free/busy times

l=-=- BT U| M- K- 6 -

Times New Roman ¥ 3{12pt) * § ¥

1. Navigate to the Calendar tab in SFU Connect.

L Mail | gy Addreszs Book k] Tasks

i I PRI |7 ;e iz s || G s e = T g

2. Click on the ‘New’ button near the top left of the screen to create a new appointment. You can also
click on the triangle just to right of the ‘New’ button and choose ‘New Appointment’

.

T &b Address Book [T Calendar  F ﬁ”ﬁ'ﬂ"i x @'@ Refresh | | Delete (51

Canew v} UiRefresh | Delete 51 L4 New Email i} | i
i [ g,,, Mew Contact

Sun, 25 Jan o]
| [ nnech ﬁ*NewCDntact Gn:n.lp
[ E: Mew Appoinkrent |

'z Cale

ek 05:00 | ia @_ Mew Task

SIMON FRASER UNIVERSITY THINKING OF THE WORLD

How-To Guide: Creating, Modifying & Cancelling Appointments



SF l SIMON FRASER UNIVERSITY
THINKING DF THE WORLD

3. The Appointment Creation Menu should appear. There are five tabs on the Appointment Creation
menu: Appointment Details, Schedule, Find Attendees, Find Locations and Find Resources.
Above these tabs, there are also the options to add attachments, check spelling and change the
formatting (HTML or text).

B appointrment Details [ Schedule | &8 Find Attendees | [B  Find Locations | [cf  Find Resources

Details Time

* Subject: | [T all day event

Location: | Start: | 4/7/2009 j @ ﬂ B M ar -
Show as: | Busy = Mark as: | Public = End: | 44772009 j @ H g M PM
Repeat: Mone *
Rerminder: | & minutes before *

all attendees will receive an email notification of this event.

Attendees:

(i
4
1

]
“

Times Mew Roman ¥ 3{1zpt) * § *

B 7 U|sAE~ &~ — & M

Setting Free/Busy Status & Access Level

4. Inthe Appointment Details tab, you can enter the main details of the appointment. By default,
appointments are set to show as ‘Busy’ and marked as "Public’.

* Subject: | Details

Location: | * Subject: |

Show as: | Busy ¥ |  Markas: Public * LEEEET |
Calendar:  Free - Show as: ELISF—"I Mark as: | Public =
Public

Tentakive Calendar: | Calendar

Bisy Privake
g Cut of Cffice

ceive an email nok

Note: By default, any SFU Connect user can only see whether you are free or busy for a meeting;
they cannot see the details of your meeting unless you share your calendar with them. Marking a
meeting as 'Private’ will hide the meeting details from those with whom you have shared your
calendar. To view more details on sharing, see the ‘Sharing Calendars’ How-To Guide.
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You may also change the destination calendar in which you want to create this appointment, which is
automatically set to your main (default) calendar.

Show as: | Busy - Mark as: | Public =

Calendar: | Calendar V{
Zalendar

ICAT Departrent's Calendar
A itky Cat's Share calendar otification of t

Meow's GuitarClub

tendees:

Tutorials - E-mail Suite

Tutorials - SFU Connect Calendar

5. Additional notes regarding the meeting can be entered in the large field at the bottom of the page.
Using the toolbar, you can customize the HTML formatting of the message. These notes will be
included in the e-mail notification to all attendees.

(I
1
1

I

Arial w 3(12pt) v § ~ ~ B I U {;{.vg{rv_@}s— -

Don't forget to bring your laptop

6. Select the dates and times for the start and end of the appointment. You can select the "All day
event’ check box, which makes the appointment an event or note that shows up at the top of the
calendar in Day, Week, Work Week and Schedule views.

Time
Skart: | 26/1/2009 ﬁl@ oo o« |:|oo -
4
M

[T allday event
End: | 26/1/200%9 January Z009 kM
3 T W T F 5 Start: | 26/1%009 @ 0o v|: o0
3

Repeat: MNone ¥ o3 o720 30 031 1 7
End: | 26/1/2009 ~|@|(0g |30~
teminder: | 5 minutes befor v o8 6 7 3§ 2 U
11 12 13 14 15 16 17 Flepe None -
15 19 20 21 22 23 24

2526 27 23 29 30 31 Reminder: | 5 minukes before v|

5 event.
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7. Arepeat pattern and reminder time can be selected from the drop down menu. To customize the
repeat pattern, choose ‘Custom’, or click on the blue ‘Customize’ link, which will bring up a more
options. See the Creating & Customizing Repeat Patterns section of this guide for more information.

Repeat: Mone 7
teminder:  Nhone j Start: | 26/1/2009 -

1=
Ewverw Day

@
| 2ef172009
& event. Every Week End: 1 T|@ee T

Every Manth Repeat: | Every Week ¥ | Customise
R TRy Reminder: | S minutes before = | ;‘

Cuskam

Voo T

3 -

Adding Locations & Resources

8. Note: Before adding locations and/or resources to your appointment, please ensure that you have
permission to book them. Locations/resources that have booking restrictions will have ‘[R]" at the
end if the name. If you do nothave permission to reserve a particular location or resource, you will
receive an e-mail message indicating that the booking has been declined. Contact the department’s
location/resource manager (seen in the Contact column of the search results] to find out more about
their booking policies.

There are two methods of adding locations to an appointment:

a. Gotothe Find Locations tab and perform a search. Double click on the location to add it.

7] Appointment Details ﬁ Schedule E&i Find Attendees E Find Locations £} Find Resources

~Find Locations

Marne: | sh Site: | burnaby Search

Minimum Capacity: | EBuilding: |
Descripkion: | Floors | ™ allow multiple locations
Mame | Location

Judy's kest room (SHOOODD) [F Site: SFU Burnaby, Building: SH, Room: 00000

b. Or, begin typing a location name in the field if you already know it. The system will attempt to find
a list of matches based on your entry.

Location: | testing|

Testing (SHI018-TEST) |
Show 35! | Tagking (SH1016-TESTS) IEHE
Testing (SH1025) [R]

alendar:

c. Or, if you do not wish to request a bookable location, simply type in the name.
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To add resources to the meeting, go to the Find Resources tab and perform a search. Double click
on the resource to add it.

E Appointment Details |ﬁ Schedule |F& Find Attendees |® Find Locations :5} Find Resources

~Find Resources

Marme: | | Sike: | |

Drescription: | | Building: | |
Contack: | | Flacr: | |
Adding Attendees

9. There are two methods of adding attendees to an appointment:

a. Begin typing an attendee’s name in the field. The Global Address List (GAL) will attempt to find a
match based on your entry.

All attendees will receive an email notification of this event.

Atkendees: kitky

'ﬂ Kitty Cat <icat_meow@sfu,.ca=

o U 1B 1

b. Or, go to the Find Attendees tab and search for your attendees. Double click to add the attendee.

c Appointment Details “j Schedule F& Find Attendees |® Find Locations

{t} Find Resources

~Find Attendees

Find: | kitky | Source! | Global Address List - || Search
Folder | Marme | Ernail | Wark Phone | Home Phone | Stakus
Global Address List Academic Computing Services icat_meow@sfu.c. Free -]
Global Address List I Free
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Checking Availability

10. To check the availability and/or time conflicts of the attendees, location or resource, click on the
Schedule tab. The organizer will appear at the top of the list of All Attendees. The green line
indicates the proposed start time, and the red line indicates the proposed end time.

[F] Appointment Details Ij Schedule E& Find Attendees E Find Locations oy Find Resource:

[~ allday event

start: [ 261172009 | ~| @ |09 ~|: |00 ~
End: [26/1/2009 | ~| @ [0s v |: a0 =

= 26 Jan 2009 = D 1 2z 3 4 5 & 7 =8

O 1o 11 12
All Attendees .I II

L |

s v [ ey

& - [5H1022

R

el
||
I

The availability of time slots is marked as follows:
White = Free Orange = Tentative
Dark red = Busy Yellow = Out of Office

11.  Once you have finished entering the appointment information, click ‘Save'.

Mail | AL Address Book [T Calendar

B Save*? Cancel | £ Add Attachmer

=1 Appointment Details 5] Schedule

12. The new appointment has now been created and should appear in your calendar. An e-mail will
automatically be sent to all attendees to notify them of the new meeting.

2009 Sun, 25 Jan Mon, 26 Jan Tue, 27 Jan ‘Wed, 25 Jan
0500
09:00
09:00
Meeting XYZ
1000 FPlaca AC
11:00
1z2:00
Moon
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Creating & Customizing Repeat Patterns

1. When creating a repeat pattern, begin by entering the start time/date and end time/date for the first
instance (not for the entire range of the meeting pattern).

Time

[T all day event

start: [ 2611/2000 | = |@ 09 ~|:| o0 j
end: (261112008 | vl@ |10 v|: o0 ¥
Repeat: MNone 7

2. Then, either select a predefined repeat pattern from the drop down menu, or select ‘Custom’ to
bring up more options.

Repeat: Mone 7

terminder: Mone j Start: | 26112009 v|l@ o9~ | oo -
Ewverw Day
sevent.  Eyery Week End: | 26/1{2009 * @ 03 v | 30 -
Every Manth Repeat: | Every Week ¥ | Customise
Every Year Reminder: | 5 minukes before = | i
Zuskom
3. Inthe ‘Custom Repeat’ window, there is a wider range of settings available. You may also choose

how the repeat pattern ends: Either after a number of occurrences, or at a specific date.

Custom Repeat

~Repeat

Daily

% Every day.

" Every weekday,
" Ewery|2 days.

~End

' Mo end date.

" End after | 1 oCcUrrencels).
& End by| 30j1j2009 j\

oK | Cancel |
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4. Click 'OK'’ to save the repeat pattern. The repeating meeting should show up in your calendar once
you click ‘Save’ in the main Appointment Details menu.

Jan MMon, 26 Jan Tue, Z7 Jan Wed, 28 Jan Thu, 29 Jan Fri,

o9:00
Repeating meeting

0%:00
Repeating meeting

09:00
Repeating meeting

09:00
Repeating meeting

o9:00
Repeatir

Note: Modifying Instances and the Series of a Repeat Pattern

You can modify one or more /nstances of a meeting pattern. Modifications can also be made to an entire
series. However, note that if you add an attendee to the series, this will cause all the meetings in
the pattern to show up in the attendee’s calendar, including all customized instances. This will not
be apparent to the organizer of the meeting.
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Modifying an Existing Appointment

Tip: Appointments can be dragged to new time slots (or to change the duration) in the following views:
Day, Week, Work Week and Schedule. However, if you need to check for conflicts, you will need to double
click on the appointment and view the Schedule tab. The system will not alert you of conflicts.

1. To modify details, double click on the appointment you wish to modify.

7, 25 Jan Man, 26 Jan Tue, 27 Jan

09:00
Meeting Y2

2. Ifthe appointment belongs to a repeat pattern, you will be asked whether you are modifying the
instance or the entire series. Choose an option and click 'OK’.

Open Recurring Item

"Repeating meeting” is a recurring appointment. Would
vou like to open only this instance or the serigs?

% Open this instance

" Open the series

a4 | Zancel |

3. This should bring up the Appointment Details screen.

B Save 6 Close | &7 Add attachment %7 Spell Check ,L:E Format ~

c Appainkrent Details |55 Schedule Fg Find Attendess E Find Locations \c; Find Resources

Details Time

* Subject: | Repeating meeting [ all day event

Location: | Place ABC Stark: | 26/1/2009 j @ M t oo -
Show as: | Busy - Mark as: | Public = End: | 26/1/2009 j @ M oo
Calendar: | Calendar hd | Repeat:  Ewery Day ¥  Every day, End by 30

Reminder: | S minutes before =

All attendees will receive an email notification of this event.

Attendees: [enw' cmeow@sfu.cas; |

EEponses

fviel w2 MR w 2 ow = o | 1= e=

il
g
-

T A-E - AT - | — R

4. After you have finished making changes, click ‘Save’ to confirm the changes. An e-mail notification
will be sent to all attendees.
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Cancelling an Appointment

1.

To cancel an appointment that you have created, select the appointment and press the ‘Delete’ key
on your keyboard. If the appointment you selected is an instance of a repeat pattern, the system will
ask you whether you would like to delete the instance or the entire meeting pattern series.

09:00
Meeting XY 2

Confirmation

Are you sUre you want to delete this appointment?

Yes | Mo

Note: You cannotcancel an appointment if you are not the organizer (i.e., you did not create the
meeting). If you delete an appointment from your calendar that was not created by you, it is only
removed from your own calendar, and not for all other attendees.

After you click Yes’, the system will ask you whether you would like to customize the cancellation
message if you have attendees. If you would like to customize the message, click Yes’ and an e-
mail will open. Note that if you cancel the message, the appointment will not be cancelled or
deleted from the calendar.

09:00
Meeting XYZ2

Confirmation

Do you want to edit the appointment cancellation message?

| Yes | Mo | Cancel

If you choose ‘No’, an automated message will be sent to all attendees to notify them of the meeting
cancellation.

The meeting has now been cancelled and should no longer appear on your calendar.
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