HOW DO | USE THE APPOINTMENTS CALENDAR?

Open the “Go” menu and pick “Calendar” or pick the Calendar button in the left column of the program. Here you
can create, receive, and track appointments.
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You can add as many people or lists as you
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appointment, and hit the “Send” button to complete the task. You can also use the “Scheduling” button to see
what times your invitees are available according to their calendars.





