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Appointments
How to respond to a meeting request

B 1@Y

aEs

Mobile Operator

ActiveSync (12)
=3 Rob Caron

cut of Office AutoRep. .,
B Sherri Hart

1:00 PM 10f17{2003 RE: Yoice Mail Me...
Eva'sBirthelay g™ - -
Team Meeting -
i '.""mﬂ' @ Sherri Hart
10:30 AM : :
. Voice Mail Message (...
pr"f'lej"____' EEHE @ Jan Miksovsky
SMS (2) RE: confirmation of ...
Start Contacts Mew Menu
1. Onthe Home screen, select 2. If necessary, scroll right or left
Start then Inbox. to switch to the ActiveSync
account.

. Select the meeting request and then respond to it as follows:
e To accept the meeting request and insert the meeting into your
calendar, select Menu and then Accept.
To decline the meeting request, select Menu and then Decline.
To tentatively accept the meeting request and insert a tentative
meeting into your calendar, select Menu and then Tentative.

Your response is sent back to the meeting organizer the next time that you
synchronize.


http://www.microsoft.com/

Appointments
How to create a new appointment

B 1@Y,

Start I 1)

Fri 10/10/2003 T

-;-.. A P ﬁ 1 “Inbox ] aiii!ii&iim -
ﬁ‘ i ‘ 2 [E|Contacts

Mobile Operator 3 EacCalendar £ Deieie
1:00PM__ LU ELE (4 @Internet Explorer 3 Week View
Eva's Birthday 5 @ActiveSync 4 Month View

6 &call History

7 i3 MSN Messenger 5 Go to Today

g @5ettings 6 Go to Date
9 More... 7 Dptions
Home NMenu Week Nenu
1S.t ?n the Home screen, select 2. Select Calendar. 3. Select Menu and then New.
art.
Mew abc Tyl Neve abc
Subject: Clall day event
[| Location:
Start date:
104102003 Reminder:
Start time: 15 minutes i
12:00 P Occurs:
End date: once T
104102003 Status:
Done Cancel Done Cancel

4. Enter information about the 5. In Reminder, scroll to the
appointment. amount of time before the

appointment that you want to be
reminded. If you don’t want to be
reminded, select None.

Tips: The default reminder time is 15 minutes prior to an appointment. You can change this by selecting Menu and then
Options from within Calendar.

When you create a new appointment on your Smartphone, you can synchronize Calendar with your desktop computer
or Exchange Server to keep your schedule information up-to-date in all locations.



Appointments
How to view an appointment
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Mobile Operator
1:00 PM

10/17/2003

Eva's Birthday
Team Meeting.
10:30 AM
Profile: Me
SMS(2)

Start

1 Inbox

2 [E|Contacts
4 EIlInternet Explorer
5 @ ActiveSync

6 &call History

7 3MSN Messenger

8 L@ Settings

9 More...

IIII?

Tue 1041472003

Doctor appointment
10:15p-11:15p

Start Contacts

Home Menu

Veek Menu

1. On the Home screen,
select Start.

2. Select Calendar.

3. Select the appointment to
view.



Appointments
How to edit an appointment

B 1@y

r—> ﬁ P, |
i Es P
Mobile Operator
1:00 PM_

10/17/2003

Eva's Birthday
Team Meeting
10:30 AM
Profile:Me
SMS(2)

Start

1 Inbox

2 [E|Contacts
4 EInternet Explorer
5 @ActiveSync

6 &)call History

7 ZAMSN Messenger

8 [CgSettings

9 More...

(Y,

Start

Contacts

Home Menhu

1. On the Home screen,
select Start.

2. Select Calendar.

Confirm

Confirm

Do you want to edit this
ocourrence only? Press “es'

Do you want to edit this
oCcurrence only? Press Yes'

to edit ool or Mot | | to edit ocourr ar Mot
to edit the _g.érie to edit the g&rie
Yes Mo Yes Mo

4. If the appointment is
recurring, select Yes to edit
only the current
occurrence, or select No to
edit the series.

5. Make your changes and
select Done. Make your
changes and select Done.

Tue 1041472003 Y

Doctor appointment
10:15p-11:15p

Menu

3. Select the appointment then
Edit..




Appointments
How to delete an appointment
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1:00 PM_

10/17/2003

Eva's Birthday
Team Meeting.
10:30 AM
Profile: Me
SMS(2)

Start
1 (Inbox
2 [E|Contacts

J ExCalendar

4 EIlInternet Explorer
5 @ ActiveSync

6 &call History

7 3MSN Messenger
8 L@ Settings

9 More...

Start Contacts

Home Menu

1. On the Home screen,
select Start.

ant P Y

Calendar

Confirm

2. Select Calendar.

ant P T

Calendar

Confirm

Do you want to edit this
ocourrence only? Press “es'
to edit occurrence or Mo
to edit the serie

(’

b
I-

Do you want to edit this
oCcurrence only? Press Yes'
to edit occurrence or Mo
to edit the serie

(’

%
I-

Yes Mo

Yes Mo

4. |If the appointment is
recurring, select Yes to edit
only the current
occurrence, or select No to
edit the series.

5. Make your changes and
select Done. Make your
changes and select Done.

Tue 10/14/2003 Y

Dioctor appointment
10:15p-11:15p

Menu

3. Select the appointment then
Edit..




Appointments

How to view appointments for the week/month
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Mobile Operator

1:00 PM__ 10/17/2003

Eva's Birthday

Start

1 Inbox

2 [E|Contacts
J ExCalendar
4 EIlInternet Explorer
5 @ ActiveSync

6 &call History

7 3MSN Messenger

am'y

Tue 1041472003

Doctor appointment
1 New

2 Delete

3 Week View

4 Month View

5 Go to Today

: 6 Go to Date
8 L@ Settings
9 More... 7 Dptions
Home Menu Week Menu
1. On the Home screen, 2. Select Calendar. 3. Select Menu and then
select Start. Week/Month View.
Views
How to view today’s agenda
EH 1@@Y)jstart i T Fri 10/10/2003 i
N P 1 £)Inbox Mo Apbointrients,
ﬂ ‘ & 1 New
2 [=|contacts
Mobile Operator 3 @ Ccalendar 2 Delete
1:00 PR LS (4 @lnternet Explorer 3 Week View
Eva's Birthday 5 @ActiveSync 4 Month View
i 6 &call History
5 Go to Tod
Fi ,3[\.15[\] Messenger
: b Go to Date
8 LCgSettings
9 More... 7 Dptions
Home Menu Week Menu

1. On the Home screen,
select Start.

2. Select Calendar.

3. From Week or Month view in
Calendar, select Menu and
then Go to Today.



Views
How to view my agenda for a specific date
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Mobile Operator

1:00PM 10/17f2003

Eva's Birthday

Team Meet
10:30 AM

1 Inbox

2 [E|Contacts
4 ElInternet Explorer
5 @aActiveSync

6 &)call History

7 3MSN Messenger
8 @ Settings

9 More...

Home Menu

1. On the Home screen, select
Start.

2. Select Calendar.

Tue 1041472003 ¢dm Tl Go to Date T |
Doctor appﬂintment Enter date:

1 Mew

2 Delete IDIMI’EEIDE

3 Week View

4 Month View

5 Go to Today

o Go to Date

7 Options

Week Menu Done Cancel

3. Select Menu and then Go to
Date.

4. Enter the date to view and
select Done.



Views
How to customize the calendar view

B 1@Y
A, : 1 (Inbox
4 m P
ﬁ" i ‘ ﬁ 2 [Elcontacts

Mobile Operator

3 ExCalendar

1:00PM_ B ELED |4 @ lInternet Explorer
Eva's Birthday 5 @aActiveSync
Team Meeting 6 §call History
10:30 AM 7 3 MSN Messenger
Teetit 8 [@Settings
9 More...
Home Menu
1. Onthe Home screen, select 2. Select Calendar.
Start.
Tue 10/14/2003 A
Doctor appointment First day of week:
1 New
hf Sunday . i
Week view:
3 Week View 5-day week o
4 Month Yiew Month view:
5 Go to Today [ Show week numbers
6 Go to Date Set reminders:
15 minutes i
Week ‘ Menu m Cancel
3. Select Menu and then 4. Scroll to select the options

Options. you want and select Done.



Views

How to open the calendar
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Mobile Operator
1:00 PM 10/17f2003
Eva's Birthday

Team Meeting
10:30 AN

Profile: Meetin

SMS{2)

1 Inbox

2 [E|Contacts
4 ElInternet Explorer
5 @aActiveSync

6 &)call History

7 3MSN Messenger
8 @ Settings

9 More...

Start Contacts

Home Menu

1. On the Home screen, select
Start.

2. Select Calendar.
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