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 Agendaentries 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)
Mew bdtg | b
Thiswill open the new meeting window
& New Meeting [_ O] %]

File Edt “iew Communicator Help

i & = & e "

Schedule  Foom/Res  Attach Dé.t.;as Delete

@ Name: | | Add | IEI @

@ Spencer, Julie M. Remove |

3 Tile: IUntitIed ™ Tertative
Locatian: I Suggest Time |

Date: |29 -06-1939 Start Time |122 00 am Repeating... |
Duratiar: Im | E End Tirme |D1 00 am Check Conflicts |

Thiswindow allows the entry of details for the agendaitem, including atitle, 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 alter natives
1. Select acomponent 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

Date: 2306190 (M&H—

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

L

Title: I'W'iu:lget Meeting - production schedule |

Clicking the Schedule button will insert the entry in the agenda. The entry should be
visiblein adaily, 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

2’ Spencer Julie M. - 29-06-99 - EST-10EDT

File Edit Yiew Options Communicator Help

1 & v = T = e o * s
Intray Agenda Tasks Day wieek tonth New Mtg  Mew Task Mew Event Mew Mote

= A Al Teday  » s %) Tuesday, 23 Jun, 1922 (Week 26)

|.: F00pm =

4:00pm

%:30pm

5:00pm

5:30pm

£:00pm

£:30pm

7:00pm
7:30pm
& 00pm

:30pm

2:00pm

For Help. press F1 | Tuesday. 29 Jun, 1939 435 pm oS ’T':él
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).

&' Spencer Julie M. - 29-06-99 - EST-10EDT

Eile Edit %iew Options Communicator Help

Intray Agenda Tasks Day wieek Manth Mew Mtg  MNew Task MNew Event Mew Mote
j = <l Today » n Lo Tuesday, 29 Jun, 1999 (Weelt 26)

For Help, press F1 | Tuesdaw, 29 Jun, 1933 [4:40 pm E i % —a—c— él

and the agenda window will appear.

Calendar Client Page3of 5 Last Printed



& New Meeting M=l B3

File Edit “iew Communicator Help
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Schedule  Room/Res  Abtach [EtEs Delete

@ Mare: I | Add | @l El
@ Spencer, Julie M. Remowve |

| Tie [Utited I Tentative
Location: I Suggest Time

nn

| pate: [23-08- 199 StaTine  [03: 00 pn O] | Repeating.
| Duston 0130 [3] EndTime 0430 pm (5 ©| | Check Conflets

i

nn

Note that the date, start and end times will be automatically inserted when using this
method.
Enter atitle 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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i Spencer Julie M. - 01-07-99 - EST-10EDT

Eile Edt View Opfions Communicator Help
(] ) = L} | o * i)
Intray Agenda  Tasks Day week Manth Mewhig  Mew Task MewEwent Mew Mate Print
G0 Today b G Thursday, 1 Jul, 1999 [Week 26)

. S 00am ;I

:30am

10:00am

10:30am

11 :00am

11:30am

12:000m

12:300m

1:00pm

1:30pm

200pm

230pm

F:00pm

=:30pm

4:00pm

10:00am-11: 30am \Widget client decmanstration | Thursday, 1Jul, 1993 [11:26 am L W

M start| B Frequent .| 530124801 . | (G Exploring. | B Microsolt. | [ spene... | EEinTray | € spencer..| et IR

This shows the starting a finishing times and the title of the agenda entry.

Caendar Client Page5 of 5 Last Printed



