How To Enter Time Off
and Meetings on Help
Desk Calendar

Lotus Notes

From the Help Desk Inbox tab, left-click “Mail” for dropdown menu
Left-click “Switch to Calendar”.
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The Help Desk Calendar will open:
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Left-click on the date (example is the Sth).
Left-click “New”.
To enter Annual Leave, left-click “Reminder”.

‘ __ - -| Comment [KH1]: This is 3 steps,
need to have step 2 be on the “New”
button and step 3 be on “Reminder”
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Enter name and information in Subject line.
Left-click “Save and Close”.

IAEER] | E . MVE | r-
@ ‘welcome ]@ Help Desk - Inbox. Xl Help Desk - Calendar Xl’;-f]NEW Calendar Entry for HelpDes_ .. !
2 Bave and Close 1
Calendar Entry T natify me o]
Reminder ~ I Mark Private
Subject QJahn Smith - Annual Leave Where Location
Starts  Tue 0052006 18] 0@O0AM & Categorize | T 4=
When I Specify 3 different time zone
I” Repeats
Description ﬁ Clickto append attachiment{s)
ML e ke MOty et A B s I B ok b ATt

Entry will appear as:
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