How to Invite Attendees to a Calendar Event

1. On the user's menu panel go to Common Info folder then click Calendar
2. Click on an event in the calendar to open the Event form
3. Click the Invite Attendees button

Event - Event A

Save | Invite Amtendees Delete  Cancel

Details

f Calendar: | Team Calendar - Public -
Event Title: I Event A

Start Date: |7,=13,»,101 G E| 12:00 AM > All day event

EndDate:  |7/13/2016 &|[1:00 P v
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This is a test calendar event only.
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4. To field will appear and Remove Invitation button will replace the Invite Attendees button
Event - Event A

Save Remove Invitation Delete Cancel

Details

To: _ ||
|
Calendar:  Team Calendar - Public e

Event Title: I Event A
Start Date: |7;13,»201 6 || 12:00 AM ~ All day event
End Date: |7f13f201 7] &/ |1:00 PM -

5. Select user/s to be invited

Event - Event A

Save Remove Invitation Delete Cancel

Details

To: [[IRELY ADMIN ] [userd1 &) [~]
Calendar: Marissa Mettert -
Corporate
Event Title: |
 Jim James
Start Date: Tom Green
End Date: Frank Green
Jim Brown
A
A B Joe Smith

This is a fJohn smith
Dave Jones
Jim Jackson
Abbie Smith
Distribution
Sue Hal

Nale Snirer
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6. Click the Save button to save the attendees. Attendees will then automaticaII‘ have the event marked on their calendars.
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1. On the user's menu panel go to Common Info folder then click Calendar
2. Click on an event in the calendar to open the Event form
3. Click the Invite Attendees button

Event

Save | Inwvite Attendees  View General Journal Delete Cancel

Details

Title: General Journal - 48
Start Date: | 04/21/2016 B 12:00 AM v All day event
End Date: 04/21/2016 &=/ 1:00 PM >
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4. To field will appear and Remove Invitation button will replace the Invite Attendees button

Event

Save Remove Invimtdon View General journal Delete Cancel

Details

To: h—lj |
Title: General Journal - 48 !
Start Date: | 04/21/2016 12:00 AM > All day event

End Date: | 04/21/2016 1:00 PM v
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5. Select user/s to be invited

Event

Save Remove Invitation View General journal Delete Cancel

Details

Ta: IRELY ADMIN % || User & x| ~
S33a1g00 "N

Title:
ZZZoustomer 1

Start Date: | gnovendor

End Date: hhhvendor
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107-Ent
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6. Click the Save button to save the attendees. Attendees will then automatically have the event marked on their calendars.

Calendar x
<] > | | ooy «  April2016 » month | week  day
Sun Men Tue ‘Wed Thu Fri Sat
1 2
3 4 5 6 7 8 9
10 " 12 13 14 15 16

7. When the attendee opens the Event form, all fields will be in read-only format and cannot be edited

View General Journal Cancel

To % x -
Title

Start Date: 12:00 AM v All day event

End Date: 1:00 PM ~
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