GroupWise Client

Busy Search

A busy search can be used to find a time when all the people and the resources that you need
will be available for a meeting.
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1. In a New Appointment, click on the button on the toolboar.

If names are not selected, click on the Invite To Meeting button.
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5. Click OK. The screen will then show the
schedules of the people you wish to invite to the meeting.

The color of the blocks designates type of appointment that is scheduled:

gray is scheduled as tentative
gray is scheduled as busy
dark gray is scheduled as out of office.

The dark outlined block shows the appointment that you are currently scheduling. You can change the
page 1 of 2



appointment length by moving your mouse over the edge of the appointment box until you get a double
arrow and then clicking and dragging the box edges. You can change the appointment time by either
dragging the box to a new location or by clicking on a different time slot.

In this examample, the meeting would be for 2/15 starting at 11:00am lasting for 2 hours.

R
Awailable Times  Individual Schedules |
Irwvite To Mesting. . | “wiednesday February 15, 2006 Thur:

jJB|S|1D|11|12|1|2|3|4 ?Jala

{i} Help Desk [ ] :I

i) Support Desk il [ |

Terry Collings i | |

4 | i » |

a ghaded rectangle above,

To view information, move the time cursor, or click the mouse on

— Diezired Time
Start Dater 21542008 Start Time:  17:00:00 Akd
Dwration: 2 Howrs Aveailable
E out 0f 0ffice. [ Busy [ ] Tentative (0]% | Cancel Auto-Select |

page 2 of 2

(also shown in the bottom box)

i...on the Individual Schedules tab an
"I" next to a person’'s name means you
have proxy rights to that person's

calendar.

When you have chosen the time slot for
your meeting, click OK.

The time and date information will be
changed in your appointment
window. Click Send.
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