
Creating Agenda Entries

Time is managed within the Netscape Calendar by using meeting entries. These entries
contain details of the starting and finishing time of activities, attendees as well as other
information.

It is possible to create entries for more than one person (i.e. schedule a meeting) and to
also book resources (items of equipment, rooms, etc). Entries may also be created for
members of pre-determined groups.

Notification of Agenda entries may be sent by Email. Users may allocate rights to have
access over certain agendas, up to full "designate" rights

Creating an Agenda Entry

• Click on the New Mtg button or select File  New  Meeting (or press F2)

This will open the new meeting window

This window allows the entry of details for the agenda item, including a title, starting and
finishing date and time.
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To begin entering these details, click on the date selection button and select the day for
the agenda entry. If the date is not in the correct format refer to the section on preferences

There are some alternatives

1. Select a component of the date displayed in the date window and use the up and
down arrows to increase or decrease the value of that component. For example, to
change the Day, click on the day, then use the associated up/down arrows

2. Select the date component and type a replacement value on the keyboard. Only valid
dates are accepted.

Repeat these steps for the other components of the date - the starting and time and either
the duration or ending time.

Enter a Title for the entry. This should be a short description of the entry; it is
recommended that these descriptions be of around 5 words maximum and be as
descriptive as possible. For example

Clicking the Schedule button will insert the entry in the agenda. The entry should be
visible in a daily, weekly or monthly agenda view.
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Quick entry creation

A fast way to create an agenda entry is to open the agenda for a particular day and click

the first time division for the entry
hold down the shift key on the keyboard while performing the following action
-double click the last time division for the entry (e.g. for an entry for 3:00pm until
4:00pm, the end time division is 4:00pm - the entry does not continue after 4:30pm).

and the agenda window will appear.
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Note that the date, start and end times will be automatically inserted when using this
method.
Enter a title for the entry, then click on the Schedule button.

To create an entry, which occupies only one displayed time division, simply double-click
that time division.

Agenda view

Entries in the Agenda view appear like this 
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This shows the starting a finishing times and the title of the agenda entry.
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