CHECKING GROUP AVAILABLITY

1. Loginto MyWashburn

2. Click the Email button

r‘e‘@' MYWAS H B URN B | ki | e | v | -t

na.T oL ol C 1 Tochaoal P ot 4 3 C 1t Aduai Ciadont. Lo T

3. Click the Calendar tab

Communications Express
Welcome Sue Tavlor

Mail Calendar Address Book Options

EiCompose & Getbail A External Mail ©5Search View:r

4. Click the New Event button (the Check Availability button here does not allow you to view the
availability of a Calendar Group)

Communications Express
Welcome Sue Taylor

Mail Calendar Address Book Options

Day | ‘Week | Month | Year | Ewents | Invitatio

[13 Mew Event JCEF Mew Task [T Check availability
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5. A new window will appear

6. Click the Invitees link

o

Event Details ¥ Attachment

Recurrence T Reminders

111

Event Details
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Checking Group Availability

7. Select the group calendar from the Quick Invite Personal or Subscribed Calendar drop-
down menu

Invitees

Invitee: X2 ada frofiadares
Type the invitee's email address, or calendar id, then click Add. ™ ay als

i —— Qwick Invite Personal or Subscribed Calendar—iv

—— Qick Invite Personal or Subscribed Calendar —
My Cafendars
Sue Taylor
Subzcribed Cafendars
Brenda YWhite
Technalogy Tearmn Planning Calendar
Stuart Murphy
Bennett Conference Room
Technaology Learning Center
Shane Bartlay
Teaching with Clickers

Invitee List:

Backto top

CE)

AttachmentdCafendar Groups
e Vs TLC
g Hrenda

8. Click the Check Availability button

Invitees
Invitee: X2 add from Address book
Type the invitee's email address, or calendarid, then click Add. ou may also add invitees fro
— Quick Invite Personal or Subscribed Calendar — [V]

Invitee List: | Technology Learning Center
Sue Taylor Request RSVP

Y —

Remove

Back to top

9. A new window will appear

10. Review the availability information and adjust the date shown as needed
Adjusting the date shown:
a. Select the new date from the date drop-down menus

Check Availability

Start Date: September (v || 14 (v || 2000 [+ =B

Start Time: 8w | 00am |[»|for 9 | hnur(s)'_tllil[v]

Invitee Name: m
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Checking Group Availability

b. Click the Check Availability button

Check Availability

Start Date: September vl 14 vl 2009 v||:|
Start Time: a vl 00 am |« |for| 8 vlhuur(s) 00 | % | minutes

Invitee Name: | |m Add from Address Book

Type the invitee's display name, email address, or calendar id, then click Add. rou ma

Imvitee List: Technology Learning Center

Sue Taylor Check Availability .

Remove

11. To schedule an event for a particular date & time, click the + under the appropriate time to autofill
that date & time in the New Event window

Auailability within next D]

O Monday, September 14,2009 o

8:00 8:30 8:00 9:30 10:00 10:30 11:00 11:30 12:00 1230 1:00 1:30 2:00 Z:30 3:00 3:30 4:00 4:30
) Available Mo Inforrmationf + + + + 4+ + + + + f o+ o+ o+ o+ o+ o+ o+ o+

Sue Taylar - -
Technology Learning Centar - --

2:00 2:30 9:00 930 10:00 10:30 11:00 11:30 12:00 12:30 1:00 1:30 2:00 2:30 3:00 330 4:00 4320

12. Close the Check Availability window
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