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In this case we will be using the example of a class held Tue/Thur from 9-11 
Step 1:  

• Chose New Appt from the icon bar 
 

 
 

Step 2:  
• Click the calendar icon to pick your dates and choose “select recurring” 
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Step 3: 

1. Choose the “example” tab Tab 
2. Put in the last day of the appt (in the case the semester) 
3. Then chose the months that the appt will run (the semester) 
4. Choose all of the tue/thur of the month 
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Step 4: 
• You can click the “Dates” tab to make sure the days are correct 

(in this case, all tue/thur for the semester) 
 

 
 
 
 

Step 5: 
• Click “OK” 
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Step 6: 
• Type in the time the appt starts (9:00 AM) 

 

 
 
Step 7: 

• Type in the duration of the appt (2) 
 
Step 8: 

• Title the appt by filling in the “Subject line” 
• Type in the place (classroom number) 
• Fill in any other information you desire 

 
Step 9: 

• Click “Send” 
 

 


