Scheduling Assistant

By using the Scheduling Assistant, you can view others “Free\Busy”. The “Suggested Times” feature can be
used to see how many people are free at various times.

1. Type in your Subject, Location, Start and End Times/dates

2. Click the “Scheduling Assistant” icon, this box will pop up.
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3. Type in the name under “All Attendees” and press “Enter”.
4. If you receive “\\\\ VWY across the time grid, right click on the actual name you typed in
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5. Adrop down with various names will pop up. Choose the correct one and press “Enter”
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6. You should see that person’s “Free/Busy” information.



