d ﬁ Untitled « Appointment

Appointment Format Text

El’j p_l_ g showAs: [l Free

Save & Delete Invite
Close

Q Reminder: 18 Hours

Subject:
Location:

Duration: ¥ All day event

Starts: | 7/16/2019| B [12:00 AM
Ends: | 7/16/2019| BN [12:00 AM

@ BEGIN CREATING A NEW APPOINTMENT OR MEETING
AND CLICK THE LOCATION DIRECTORY ICON

[ ) Search Contacts and Rooms ® Search Contacts and Rooms
‘ Q conf

Q_ conf

Search All ™"_ds ¢ in [ All Folders Search All Fields | in [ All Folders

Conf Suite 130 Conf Suite 130
€S 170 CS ' 170

Conf Suite 200 Lobby Conf Suite 200 Lobby
€S 250 CS 250

Conf Suite 200 Small Conf Suite 200 Small
€S’ 3o €S’ 3m

Conf Suite 250 Conf Suite 250
@ - ® -
4 results Required Optional Resource 4 results Required Optio al Resource ’

@ TYPE “CONF” INTO THE © PICK YOUR CONFERENCE
SEARCH POP-UP ROOM AND CLICK
‘RESOURCE”

[ ) Search Contacte and Panms
Q conf

Search All Fields <)iin Meeting Rooms

Conf Suite 130 DID YOU KNOW?

cs ,
:"fs SN You can check a conference room’s
onr Suite obby . ope . “ 7 o

® = availability by searching “conf” in

Conf Suite 200 Small

cs oo All Fields: Meeting Rooms, then
® Conf Suite 250 click “check availability”

150

4 results Add to Meeting  Check Availability



FOLLOW OUR TMG 24

CORPORATE CALENDAR " CiiiAn ‘ ] Office 365

Home Organize Tools

1 i ) O [E

Appointment Meeting MNew Today Day Work Week Month Ope are E Address Book
[tems Wee L Calendar I ]

——"

@ CLICK “OPEN SHARED CALENDAR’ IN THE HOME TAB

Open Calendar... @ TYP E “TM G A L L
Q. TMG All Companies ' COMPANIES” INTO
TMG All Companies THE SEARCH POP-UP
18 ThemacallanGroup@mecallangroup.cor AND CLICK “OPEN"

e DID YOU KNOW?

Thu, Jul 25, 2019, All day & Jenson Williams' Birthday You can also VieW the TMG

e Corporate Calendar on our
new SharePoint site!

Thu, Jul 25, 2019 Macallan In-House Happy Hour

4:30 PM - 6:00 PM Conf Suite 250

i You can add company events
to your personal calendar

ri, Jul = . . )

120 P -1:00 oM R R A by clicking the event’s name

st e and selecting “Add event

Fri, Jul 26, 2019 =) Time Sheets Due! tO yOU rca Iend ar.
4:00 PM - 4:30 PM

TMG All Companies

Mon, Jul 29, 2019, All day =) Jay's Birthday

TMG All Companies Time Sheets Due! A

Organized by TMG All Companies.
Occurs every Friday from 4:00 PM to 4:30 PM effective April 1, 2016.

When Friday, July 26, 2019

4:00 PM =4:30 PM

(UTC-05:00) Eastern Time {US and Canada) (@

Add event to your calendar


https://themacallangroup1642.sharepoint.com/sites/TheMacallanGroup

