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CREATE AN APPOINTMENT FROM AN E-MAIL MESSAGE: 

 

1. Select the e-mail message you wish to create the appointment for. 

2. Drag the message to the Calendar. 

3. An Appointment will open with the text from the e-mail in the Notes area.  Complete further 
information about the appointment in any other fields as necessary, for example, start and 
end dates/times. 

 

4. Click the Save and Close button. 

 


