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Google Calendar

The following pages show you how to
= Set up and activate a Google Account
= View and set up your Google Calendar
= Launch the Google Calendar Sync Program

=  Set up the Sync Program so that it automatically synchronises your PropertyPro
diary with Google Calendar.

= View and customise your Google Calendar

Set up a Google Account

Anybody can sign up for a new account and it is free. Go to www.Google.co.uk and
click ‘sign in’

e S pm|e | Sprecsendar s

Web Images Yideos Maps Mows Shooping Mail me

If you already have an account, you can sign in with your email address and password on
this next screen.

= To create a new account, click the ‘create one for free’ link.

Bl S ew Fgeotes  Jeok el

o -[¢a — 23

Google accounts

Sign in ts perasnalice your Gragle expericnce. Sapnin with yeur
L Yot can customize pages, view cecommendations, and got move Google Account

past am emad adddrens nd pazwword you chosss.

PropertyPro Support Google Calendar
Tel 01788 862555 1
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= Enter your email address and choose a password, and fill in the required

information.

= Click ‘l accept. Create my
account’

Activating your Account

{7 Gaagle Aeesumts - Windsws Intermet Explarsr

é--‘.‘hll\« e h o ok + hetna G |4 | %

Bl fdt Wew Fgestes fws pee

W W |EH - | T erascgeCandaing

oo sinens x B-B

Required information for Goeogle account

Your current emall addross:

Choose a password:

Eassiiacd simngih.

Reemter possword:

[ Set Googla 33 my dah mapa,
Location: United Kingdom -
Word Vieethicoth e the charactens you see in the pictore below
Tarma of Survien: the Google Account informptin yeu'e antarsd abews (el fus

hing yeus like), and raiew the Tems of Sesica balow

Enntabls Vsaien

Ey clizlang am T neeept below vou are agreeing v the Tems of Service shave nd.

the Brisins

A confirmation page will display and you will be sent an email welcoming you to Google
Accounts. The email will ask you to activate your account and verify your email address by
clicking a link. (If the link does not work, copy the whole link and then paste it into the

address bar of Internet Explorer)

Setting up your Mobile Phone Number

Once your email address has been verified, you can add your mobile phone number (if you

forget your password a recovery code can be sent by text to your mobile phone)

PropertyPro Support
Tel 01788 862555

(= Google Accounts - Windows Inernet Explorer

L HSa_ v @

[l [t ¥ew Fgeores Took  Hep

o |2 - i recosgeCamdursine Y seoge sccounts A o ceonats

Got }glc accounts
Email Address Verified

Thank yeu for veesing your Google Azcsunt. Your Sccount is new setivated

@ Add your mobile phore number

Add a mobile phong numbar o your account So that Google can halp wou if you swer farget your passwo id. Ladn medt.

You can also ghck beew bo manage veur scopunt peobls
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Setting up your Google calendar

You will then be prompted
to sign in with your email
address and password

From Google Home Page, click More and choose Calendar

00gle

s & Search | [ Im Fesing Lucky |

@ the wab O pages fioe the UK

v mune

* | Business Sohions - About Google - G2 10 Googls com

Mk Goggle sy beenepage

20010 Prinasy

If already set up, you will enter your Google Calendar. If not set up the next page will ask

for your name and time zone.

When this information is entered, your calendar will display:

This is your personal Google
Calendar (not the calendar that is
synchronised with your
PropertyPro calendar)

PropertyPro Support
Tel 01788 862555

= Google Calendar - Windows Internet Explorer

v T bl googe ) L AR
B [ gew Fgomes Ik ben
W |55 e D eecsgecdentsine 2 Goagie foemrts %) e Coleretor Bt~ B - @ Fresoer @3k *

Mail Calandar Documonts Buader Wb mor »
Gouogle calendar

kate@propertypro.co.uk | Offing | Sync | & | Settings | Help | Sign

Search My Calendars

[ ]+ | Ian3-92010 Rufipsh Spim Doy Wesk Month 4Days Aginds
T 7

EL en 1s sa 1
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Launch Sync Program

You now need to launch the Sync program from the following page:

http://www.propertypro.co.uk/update/PPGoogleCalendarSync/publish.htm

ﬂ‘- PPGoogleCalendarSync - Windows Internet Explorer

@ (& | #20 hitpsjunams propertypro co.ukjupdate/PPGoogleCalendarSync publish.htm

© Flle  Edit Miew Fawortes  Tools  Help

W & I'_'HPFGDDglaCaIEndarSyn( 17} i -

PropertyPro
PPGoogleCalendarSync

Name: PPGoogleCalendarSync

Version:  0.3.0.13 Click the Install button to install
Publisher: PmM and |aunch Google Calendar SynC.

Installing PP Google Calendar Sync, creates a second calendar - ‘PropertyPro Export’

and also installs the program that synchronises your diary with the PropertyPro Export
calendar.

(2 Google Calendar - Windows Internet Explorer

@D. [Eh I ¥ [x] | |2
Ele Edt Wew Favortes Tods  Help
— = = . »
% & (99 leGung\eCalendav x [.‘]smgle N } - B v - [page - ook -
Mail Calendar Documents Reader Web more v kate@propertypro.co.uk | Offiine | Sync | & | Settings | Help | Sign out
Google calendar | | (Seerch My Calendars | sy sepon opions
Create Event X0 I8 (Today | Jan 17 - 232010 Refresh Bpint Day Week Month 4Days Agenda
Quick Add Sun 117, ton 113 Tue 1119 Wed 1120 Thu 1721 Frif22 sat /23
Tasks
+ January 2010 * Sam a
S M T WTF S
27 26 29 30 31 1 2| | eam
34567 89
10 11 [fE) 13 14 15 16
17 18 1920 21 2223 "
24 25 26 27 28 29 30
3 1 2 3 456 8am
w Other calendars 12pm “
Add a friend's calendar
fpm
UK Holidays -
Setlings: Add 7 2pm
3pm
4pm
pm
&pm
7pm 3
Display two different time zones on your calendar grid. Leam more <>
Done @ Intermet H100% T

PropertyPro Support

Launch Sync Program
Tel 01788 862555

4
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The Form displays for you to select the member of staff whose calendar has to be
synchronised:

8 PropertyPro Google Calendar ... |:| |§|rg|
File:

PropertyPra Staff kember

| [] &l Offices
Google Calendar Account Info

Username

| kate@propertypro.co.uk |

| Choose the
member of staff

/

Pagzsword

To create a google calendar account click here

® Synchronize with separate calendar - events added to
thiz calendar will be added to PropertyPro

() Upload only

Click Sync

\

/

FuIIHe-Sync] ’ Sync ] ’ Close ]

Run PPGoogleCalendarSync

This program can be now be accessed from Start / All Programs / PropertyPro

Mokepad++
Okidata

fi PropertyPro @ Event Manager

RealvMC B PPGooglecalendarsync

Sophos
SoundMax
Skartup
Ulkraviie
I/ windaows Live

= Select PPGoogleCalendarSync from Start / All Programs / PropertyPro

= Right click the icon in the clock area of your Taskbar

= You can unhide the form by clicking the Hide option
= You can manually synchronise by clicking Sync
When this program is running, synchronisation takes place every 5 minutes

To ensure the Google Calendar Sync program starts if the p.c. is restarted, it is now
necessary to copy a shortcut to this program into Startup.

PropertyPro Support Launch Sync Program
Tel 01788 862555 5



Add a Shortcut into the Startup Folder

* Right click the Start button and choose Open E -

[ SendTo

(= |
I ™ Programs

=) temp
|5 Templates

= Expand Programs by clicking the + sign

= Click on the PropertyPro folder
5 5 stat M T Ao

= I3 Programs
Ufl ACCESSOrEs

rommes| PPGoogleCalendar3vnc
i Application Reference

I s 1 KB
[) HETGEAR GA311 Adapter
o f 1 PPEoogleCalendarsyne online
- = sUppOrt
= JFropertyPro Intermet Shorkout
Iy axchie
) temp

You will now see the PPGoogleCalendarSync program shortcut on the right hand
side.

= Right click the PPGoogleCalendarSync icon and choose Copy

= Then right click the Startup folder and choose Paste

I STy
=[5 Start Menu

= @ Programs
Uﬂ Arcessoties
@ e
Ufl METGEAR @A311 Adapher

- | PPGoogleCalendarSync online
Ui'l Motepad++ fg suppnr?: b
e e )

Inkernet Shorbouk

PPGoogleCalendarSync
Application Reference
1KE

PropertyPro Support

Launch Sync Program
Tel 01788 862555
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Viewing the Calendar

Week View — Day View

Google calendar |

| [ Search My Calendars

ZRo1LidRi&

Show Search Optiens

Create Event
Quick Add

X0 30 Today | Jan 17 - 232010 Refresh

2

an Day Week Month 4 Days Agenda

Sun 117 Mon 1118 Tue 119

Wed 1/20 Thu 1721 Fri1/22 Sat 1/23

Tasks

+ January 2010 = Sam ~

S M T WTF S H

g Click the date

27 28 29 30 31 1 2 o .

3 4567 8¢ heading to expand

10 11 (5 13 14 15 16 .

17 18 19 20 21 22 23 e to Day view

24 25 26 27 28 29 30

31 1 2 3 4 5 6 gam
¥ My calendars Sam

kate@propertypro.c... |hd

PropertyPro Export  |bd 10am
Tasks hd
Settings Create iz

4 Days View

GOUSIE Calendar | |[ Search My Calendars Show Search Options
Create Event X0 30 Today | Jan 20 - 23 2010 Refresh & pPrint Day Week Month 4 Days Agenda
Quick Add Wed 1/20 Thu 1721 Fri1/22 Sat 1/23
Tasks
+ January 2010 * Sam a
S M T WTF S
27 28 29 30 31 1 2 Bam
3 4 56 7 8 9
10 11 [ 13 14 15 16
17 18 19 20 21 22 23 fam
24 25 26 27 28 29 30
31 1 2 3 4 5 6 gam
¥ My calendars sam
:
- 10am EUEE]
e
Tasks -
Settings Create Qi
w (Other calendars 12pm Ll
Add a friend's calendar
1pm
UK Holidavs = b
Seftings Add v 5
PropertyPro Support Viewing the Calendar

Tel 01788 862555 7



PropertyPro’

Month View

GOt)gle calendar | | [ Search My Calendars Show Search Options
Create Event [« ] » | January 2010  Refresh & print Day Week Month 4Days Agenda
Quick Add Sun Mon Tue Wed Thu Fri Sat
Tasks 27 23 29 30 et Jan 1 2
. 3 Bank Holiday 9 Holiday - back on :|3 Holiday - back on | 9 Bank Holiday

# January 2010 = 3 Bank Holiday

S M T W T F S
27 28 29 30 31 1 2
3 4 5 6 7 8 9
10 11 jp¥§ 13 14 15 16 3 4 g [ 7 8 9
i7 18 19 20 21 22 33
24 25 26 27 28 29 30
21 1 2 3 4 5 [6

3:30p Telephone trair 10 Open Training - N 10 Training for Knigh

w My calendars

10 A1 12 13 14 15! 16
kate@propertypro.c... |&d

10 Training for Olive

PropertyPro Export 7 10 Training for CQlive

Tasks -
Settings Create
w (Other calendars 17 18 19 20 21 22 234
10 Open Training - R
calendar
UK Holidays -
Settings Add v

24 20 26 27 28 28 30
10 Refresher Trainin

3 Feb 1 2 B 4 5 6
10 Open Training - N 10 Provisional Trainil 10 Holiday next weel

Display two different time zones on your calendar grid. Leam maore Tip | ==
GOUgle calendar | | [ Search My Calendars Show Search Options
Create Event n.’ Wednesday, Jan 20, 2010 Refresh & print Day Week Month 4 Days Agenda
Quick Add Expand All Collapse Al
Tasks Wed Jan 20 i0am — 4pm Open Training - Refresher
# January 2010 = Tue Jan 26 10am - 4pm Refresher Training for Haddons
S M T W T F S
Tue Feb 2 10am - 4pm Open Training - New User Neg
27 28 29 30 31 1 2
3 4 5 6 7 38 9 Wed Feb 3 i0am — 4pm Provisional Training for Cartwright Marston
iy 11 13 14 15 gg Thu Feb 4 10am - 4pm Holiday next week - do not book Training
17 18 19 20 21 22 23
24 25 26 27 28 29 30 Tue Feb 9 9am - 5pm Holiday - back Tuesday 16th February
31 1 2 3 4 5 6 Wed Feb 10 9am - 5pm Holiday - back Tuesday 16th February
Thu Feb 11 9am - 5pm Holiday - back Tuesday 16th February
w My calendars . .
Wed Feb 17 10am — 4pm Open Training Day - Marketing
.
Wed Mar 10 10am - 4pm Open Training Day - New User Admin
PropertyPro Export -
T = Wed Mar 24 10am - 4pm Open Training Day - Reports
Settings Create Fri Apr 2 Bam - 5pm Bank Holiday
Mon Apr 5 Bam - 5pm Bank Holiday
¥ Other calendars 4
Wed Apr 14 9am - 3pm  Open Training Day - New User Negotiator
calendar
Wed Apr 28 9am - 3pm Open Training Day - Ad Hoc
UK Holidays 2 Mon May 3 Bam - 5pm Bank Holiday
Settin Add ¥
== - Mon May 31 8am - 5pm Bank Holiday
8am - 5pm Bank Holiday
PropertyPro Support Viewing the Calendar

Tel 01788 862555 8
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Calendar Settings
= Click the settings link

General Tab

Create Event Calendar Settings
uick Add
o General Calendars  Mobile Setup Lobs
Tagks
“  January 2010 = « Bagk g Colendar | Save || Cancel
E M T WTF 8
I8 29 30 vz Language: English {LIS) »
3 4 5 6 7 8 4
10 11 B 12 14 15 18 .
17018 19 70021 32 lEs  CounY: .
74 75 26 17 I8 29 30 L )
11 1
Your current time zone: {GMT+00:00) GMT {no daylight saving) *| Label:
* My calondars [ Crsptay all ime zones
L Show an addiional time zone
- Date format: 122010 [
[5 -
Tirme farmat: 1.00pm
w Other calondars
Week starts on: Sunday ¥
1% Haliday Shawe weekemds: @ Yes
Settingy e O Mo
40uys »
g, East Bruswick, NJ or 08816
Custom View © Do nat shan westhar
Ll
O
Shevw evients you have declined: & Yes
O Ho
Automatically add invitations to my O Yes
calandar: @ Yes, but dont send event reminders until | have responded
1 Mo, only show imitations to which | have responded
Alternate calendar: N sltermste calendar
Display tips: @ Yes
(o™
Enable keyboard shortcuts: & Yes
Lo ey O He
Google Account settings: Visit your Google Account settings 1o reset your password, change your secwity guestion, or leam about access 1o ather Google
senaces

Custom view

This drop down box allows you to set your own Custom view. By default, Google sets this
at “Next 4 days”. However, this can be changed to “Next 4 Weeks” tab which will give you
a 4-week view with the current week as the first week.

Day Week Month Nextd4 Weeks Agenda

Selecting a dynamic range

To select a range of dates that the five tabs don’t cover. In the little month-based date
picker on the left side of the interface, you can either click a day to view just that day, or
click and drag to select a range of dates. (Any range spanning greater than 7 days will snap
to two full weeks or more)

PropertyPro Support Calendar Settings
Tel 01788 862555 9



PropertyPro’

Calendars Tab

This screen enables you to set notifications and sharing.

Google calendar

Search My Calendars Show Search Options

Create Event
Quick Add
Tasks

Calendar Settings
G | cal

Mobile Setup Labs

« January 2010 « Back to Calendar

5 MT W T
27 28 29 30 31
3 4 5 6 7
11 3 13 14
18 19 20 21
24 25 26 27 28
31 1 2 3 4

My Calendars Calendars | can view and modify

CALENDAR

T kate ro.co.uk

= PropertyPro Export
This is created by the PropertyPro Google Export

w My calendars

kate@propertypro.c... |k

= Create new calendar

Settings o Import calendar

w Other calendars Other Calendars Calendars | can only view

Add a friend’s calendar CALENDAR
UK Holidavs -
Seftings Add I UK Holidays

UK Holidays

« Back to Calendar

Sharing your Calendar

Export calendars

SHOW IN LIST
all none

NOTIFICATIONS SHARING

Notifications Share this calendar Delete
- Notifications Share this calendar Unsubscribe Delete

O0

Unsubscribe: You will no longer have access to the calendar. Other people can still use it normally
Delete: The calendar will be permanently erased. Mobody will be able to use it anymore.

Browse interesting calendars »

SHOW IN LIST
all none

HOTIFICATIONS
Unsubscribe

©2010 Google - Terms - Privacy Policy

To share your calendar with others, click the Share this calendar alongside PropertyPro

Export.

PropertyPro Export Details

Calendar Details Share this calendar

« Back to Calendar

[0 Make this calendar public Learn maore
This calendar will appear in public Google search results.

Notifications

Share only my free/busy information (Hide details)
Share with specific people
Person
Enter email address
“kate@propertypro.co.uk” <kate@propertypro.co.uk>

Tip: Sharing with coworkers?
Companies can move to Google Calendar to make sharing easier. Learn how

M

Enter the email address and choose

UK holidays

Remove

A person |

Permission Settings

See all event details

Make changes AND manage sharing

the permission setting, and click Add Person.

To display UK holidays on your calendar, ensure there is a tick against UK Holidays and

click All

PropertyPro Support
Tel 01788 862555

Calendar Settings
10
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Mobile Setup Tab

Use this screen to set up notifications by SMS. Your telephone number must be verified
first.

Calendar Settings

General Calendars Mobile Setup

« Back to Calendar

Notify me on my mobile phone: Status: ! Phone notifications disabled.

Start by selecting your country and then enter  \Why haven't | received my verification code? To enable mobile notifications, complete the information below.
your phone number and carrier. Finally enter

the verification code sentto your phone Country: United Kingdom v

Other charges may apply
Telephone number:
OPE”“D" See Help Centre for supported providers. Send Verffication Code
What carriers are supported?

Verification code:
Flease enter the verification code sent to your phone

©2009 Google - Terms of Service - Privacy Policy - Legal Motices

« Back to Calendar

o Enter your mobile number and click the ‘Send Verification Code’ button.

o You will be sent an SMS message giving the verification code, which you should then
enter into the Verification Code box, and then click Save

Reminders
Reminders — popups, SMS, email
Popup and email reminders can be set up as default for every event.

To be able to get event reminders sent to a mobile phone as text messages you must first
verify your phone number as above. (In Settings > Notifications, you’ll find a section to
verify your mobile number.)

Event reminders: )
Unless otherwise specified by the individual By default, remind mevia  [£rgii «| 10| minutes % | before each event Remove

event JEIETI oo
SMS
Pop-up

Note: If the default reminder is set to “No reminder”, you can set a reminder manually for
an individual event under Options on the Edit Event screen for that event.

PropertyPro Support
Tel 01788 862555 11
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Get a daily agenda via email message

If you wish, you will be able to set up a daily email showing the agenda for the day.

PropertyPro Export Details

Calendar Details Share this calendar Notifications

« Back to Calendar m

Event reminders: i
Unless otherwise specified by the individual Mo reminders set  Add a reminder

event

Choose how you would like to be

notified:

Email SMS

New invitations: O (4]
Changed invitations: ]
Cancelled invitations: O (]
O O

)

Sent every day at 05:00 in yur currenttime zone

Set up vour mobile phone to receive notifications

« Back to Calendar Cancel

Get daily agenda via a text message

From: 48368
iSubject: /2

Mo AF transfer @ Sat. Rpr
=5al, Apr 29 2006 (1 dayl:
Broak st w/ Pete @ Sal, Rpr
Bam - 9am (1 he (5@ 5al,
fipr 29 T - Bpm (1 b) in
LT Street

Once your mobile phone number is validated by Calendar, you can

request a daily agenda whenever you need it by texting the message day
to 48368.

Immediately after sending, you’ll receive a text message with your agenda
of events for that day. Each event includes name, time, and location
information (if location exists for that event).

Because it is by request, you won’t have the agenda automatically sent to your phone every

day.

PropertyPro Support

Tel 01788 862555

Reminders
12
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Add Event

o Click in the time slot to enter details in the pop up balloon.
o Click Create Event

Create Event [« ] » ] Jan 10 - 16 2010 Refresh Fprint Day Week Month 4 Days Agenda
Quick Add Sun 110 Mon 1111 | Tuettz | ed 1113 Thu 1114 Fri 1115 Sat 116
Tasks

< January 2010 = 4am [
S M T WTF §

27 28 29 30 31 1 2 sam

3 4 5 6 7 8 9
10 11 p¥]13 14 15 16

17 18 19 20 21 22 23 cam
24 25 26 27 28 29 30
31 1 2 3 4.5 6 7am
w My calendars 8am
kate@propertypro.c... |k

- Sam
Seftinas Create

10am p
w Other calendars

Add a friend's cal Tham & Somers Road With Sir Jack AaRiley & Mrs Susan k
Bailey Tel: 07880716215(Mobile)
UK Holidays - 12om
Settings Add Tue, January 12, 5:00pm - 5:30pm
1pm Where: 6 Somers Road. Rugby CV22 TDE (map)
Creator: Kate for PropertyPro
Delete]
Zpm

edit event detailss copy to my calendar

Simply drag in a calendar time slot to create an event. Tip

° Click the link edit event details to add more information — and to add a reminder

Create Event
m « Back to Calendar | IMore Actions_ v
uic
Tasks Hew! Check out a sneak preview of some new features
“ January 2010 = . A
S R \Vhat 6 Somers Road With Sir Jack AaRiley & Mrs Susan Bailey Tel: 07880716215(Moabile) ¥ Guests e
B 20 20RO | When 11202010 5:00pm  |10530pm 1122010 ] AN day 3 Add guests
3 4 5 6 7 8 9
10 11 [fb) 13 14 15 16 Repeats: ELEINNENEE] W Guests can [ modify event
17 18 19 20 21 22 23 ite oth
24 25 26 27 23 29 30 Where 6 Somers Road, Rughy CV22 7DE Ll Ite others
31 1 2 3 4 5 & = [¥] see guest list
[aszz) Lawforg g |__Map | Satelite | Hybrid |
hd "
My calendars . ~ Options
- < Reminder
Seftings — = 3 Mo reminders set
Townsend 2 Add a reminder
— — Vehicie Hire = -
- .
er calendars Booker | & %’w% Show me as O Available E
Add a friend Somers Rd Q@? 3 ® Busy
g
UK Holidays = 5 3 ¥ Privacy This event is:
Seftings. Add G\W@A %% n"ng‘ oé‘tp © Default
o 2 O Private
oo © Public
©®2009 Google - Map data ©2009 Tele AtlasS$Erms of Use Learn about private vs. public events
Publish this event
Calendar | PropertyPro Export b
Description
«Back to Calendar

PropertyPro Support Add Event
Tel 01788 862555 13
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Quick Add

@olidzI&R

Use this feature to add an event with text that will be recognised by Google Calendar

— for instance ‘Lunch at 12 pm tomorrow’ will automatically create an appointment the
next day, 10 am Friday meeting’ will automatically create an appointment for the next

Friday.

= Google Calendar - Windows Internet Explorer

@.\- 3y~ |E| http: v, google, comfcalendarfrender Phl=enik ab=wcgsessionid=92 1 FHUGUEy Ih35 1 MOKjpw
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Lunch at 12 on Friday with Tina|

Sun 1/10

Example: Dinner with Michae! 7pm tomorrow
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New! Check out a sneak preview of some new features
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Double click on event or click once and choose Edit event details.

- Guests ) Email organizer

Add guests

Guests can [ ] modify event
[“linvite others
[l see guest list

~ Options

Reminder

No reminders set
Add a reminder

Show me as O Available e
@ Busy

Privacy This event is:
@ Default
O Private

O Public

Learn about private vs. public events
PBublish this event

Add Event
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Repeating events

Does not repeat “ For an event that repeats on the same day each week, but doesn’t
. fit the Mon/Wed/Fri or Tues/Thurs combinations in the Repeats
Every weekday (Mon-Fri) pulldown - select “Every week” to get a series of checkboxes for
Every Mon_, Wed. and Fri_ each day of the week that you can use to generate any custom
Every Tues. and Thurs. weekly recurrence.
Weekly
Monthly
Yearly

What 6 Somers Road Meeting|

When 112/2010 5:00pm to/5:30pm 111272010 CT Al day

Repeats: Weekly b’

Weekly on Tuesday

Repeat every: 1 ¥ |week
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