Appointments and Invitations
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Scheduling a BACC (for example) Appointment in Your Calendar:

1. Schedule a BACC appointment with your undergraduate research assistant (If you do not have an undergrad research assistant, schedule an appointment with one of your students).

2. Open Microsoft Outlook.

3. Click on the Calendar icon on the left side of the window. The calendar will appear.
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Click Actions on the menu bar, and then click New Appointment.

5. Enter “BACC appointment” in the subject box.
6. Enter the time of the appointment in the “start time” and “end time” boxes.
7. Add any necessary notes in the dialog box at the bottom.
8. Click Save and Close

9. Your appointment is scheduled.
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Inviting someone to the Appointment:

1. After scheduling the appointment in your calendar, you will need to invite the BACC systems managers to the appointment. This will allow them to keep track of all BACC appointments.

2. With the appointment window open, click Actions on the menu bar, and then click Invite Attendees (for XP:  click New Meeting Request). 

2. Click “To:,” and select people from your Contacts list (or simply type their names) OR type the email addresses of those you wish to invite.

3. Click send.

4. You have invited the BACC systems managers to your meeting, letting them know that it will occur.

