GroupWise: Performing a Busy Search

How to perform a BUSY SEARCH before scheduling an appointment:

o Pull upa NEW APPOINTMENT

e Enter names in the TO field.

e Select the DATE.

e Specify the meeting's DURATION.
o Click BUSY SEARCH on the toolbar.

€5 Appointment To: Laura Oakes

File Edit
J 4k Send

Yiew Actions Tools

I Cancel Address

Appointment | Send Optiong |

Fram: v| ILaura Oakes

Window Help
_ﬁ Busy Searcl

| ﬂ'oo|ﬂ ﬂ_:

To |Laura Cakes B
- Send
Flace: I \
Startdate:  |12/5/2008 Ig:jiam X
Duration: |1 Hour \ Cancel
Suhject I \
=
Message:
Address
Aftach
ial
Busy?
Account: Novell GroupiWise, Folder: Calendar 7

Laura Oakes
West Milford Township Public Schools
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e Click on the AVAILABLE TIMES tab.

e Click AUTO-SELECT to find the first available meeting time, or click
again until the time you prefer is selected.

e Click OK to transfer the users, time, and duration back to the
appointment you were scheduling.

e Complete and send the appointment.

NOTE: If you want to do a busy search before creating an appointment, pull
down the TOOLS menu and go to BUSY SEARCH. Type in names and a start
date. Click OK. When you find a time you prefer for a meeting, click
REQUEST MEETING to transfer the information to a new appointment.
Complete the appointment and send.
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