
Methods to Use Scheduler

Either Use the Kettering Calendar Direct or Use Microsoft Outlook

1) Using Kettering Calendar Direct

Enter the WebMail Appointment 

Calendar System

Enter the Calendar, Click Check Availability

Enter Invitees from Address Book



Enter Name (in this case Lucy King), Check the Box on the Left

and Click Add Invitees at Bottom of Page

When All Names Are Selected Click the Check Availability

Button and the Screen Below Appears, then Click on a time

Everyone is Available (for this example I picked 12:30)



Entering Notes is Extremely Important. The notes will get sent in the e-mail message notifying me

that you requested an appointment. I can respond to them.

When I accept the meeting you will receive an e-mail confirming the appointment.

This is the Final Step, Enter Title, Location and Notes Then 

1) The appointment will appear on everyone’s calendar, they can accept,

decline or make it tentative

2) If they have everything set up correctly they will get an e-mail that

includes the notes.



2) Using Outlook

Open Calendar (This was mine 3/2-3/6).

Click on New

Click on the Scheduling Tab and Then Add Others



Enter the Name, Highlight the correct name (you can also access

Kettering’s Address Book from the drop-down list), Click required and

repeat as necessary. Hit OK when done

Find an Open Time for Everyone (I picked 1PM, you can drag the green

and red bars as needed)



Entering Notes is Extremely Important, this gets sent with the e-mail message telling me you want

to meet. I can respond.

Then Click on the Appointment Tab. Enter the Subject,

Location and Any Notes. Once You Hit Send - it will appear on

their calendars for them to accept, decline, or make tentative;

and if they have their e-mail set up the notes will be sent to

them also.



This is the Final Step. Add a Meeting Title, Insert the Location,

and Include Notes. When you hit Save the Following Will Happen

1) The Appointment will Appear on Everyone’s Calendar, they can

accept, decline or make tentative

2) They will get an e-mail (if they have the system set up

intelligently) that includes the notes.


