How To Create Entries
There are four types of entries in Sundial:

1. Note - A personal note appended at the bottom of the N
calendar in both Day/Week view. This does not show up in —_—
Month view.

e Click on the push pin button on the Sundial tool bar.

e An entry window will pop up. Type in the title of the note, the
appropriate date, check off whether you need a reminder and
add on another person if this is a shared note under the
People/Resources tab.

+« Title Goes Here - New Daily Note =i
File  Tools Acdwvanced ‘Window Help

Proposed by: Liza Low/Help Desk

Title: [Title Gioes Here ™ Remind Me
Date:  [05-30-2006 5

People/Resources |Detai|s| Hemindersl
Invite people, groups and resources to your daily note. Enter this information
directly in the field or click the Search button. To add a person. enter a name, a

portion of a name or initials. Resources must be preceded by r.. Click the Group
button or type grp: to find and add groups.

Add: Iﬂadd Anather Perzon Here | @l
&) Lisa Low/Help Desk el e |

1 Recipient

add Date... Repeating... (0] 4 I Cancel |

For Help, press F1 | Friday, Jun. 30, 08 |3:EID pm




e The Details tab allows you to set the access level, brief
description and add an attachment.

+ Title Goes Here - New Daily Note _ O] x|
File Tools Adwvanced Window Help

Propoged by: Liza Low/Help Desk

Title: [Title Goes Here ™ Remind Me

Date: | 08 - 30 - 2008 [El‘ @|

People/Fesouces  Details | F!emindelsl

Set the access level, attach documents and record details. Attach documents to
the daily note by selecting Attach and choosing the desired document. Use the
Description field to record the Daily Note's details.

Attachment
Access level INu:urmaI - I

Attach... Eemave

Dezcription:

Muore information about the Mate | ;I

=
Add Date. .. | Repeating... | 0k I Cancel I

Faor Help, press F1 | Friday,Jun. 30,06 300 pm %

e The Reminders tab allows you to set the type of reminder that
you need.

+ Title Goes Here - New Daily Note _ 0] x|
File Tools Adwvanced ‘Window Help

Propozed by: Liza Low/Help Desk

Title: ITitIe Goes Here ¥ Remind Me
Date:  [05-30- 2006 5] EA

Penpleﬁﬂesourcesl Detailz Reminders |

Set the reminders. Upcoming reminders are shown in your Notes Pane. and
Remind Me reminders are sent in the format you specify.

Reminder for: Lisa Low/Help Desk
Mo Reminder

¢ Dizplay upcorming for |5 Iday[s] 'I
{+" Remind me |1U Iminule[s] vI before start

By W Popup [ Email

Add Date... Repeating... QK I Cancel |

For Help, press F1 | Friday, Jun. 30,06 [%:02pm 4




e The Repeating button allows you to add in recurring notes.
e Click OK when you are finished.

2. Task - A "to do" item that must be completed within a g’g
specified date. These are appended at the bottom of the :
calendar in both Day/Week view. This does not show up in

Month view.

o Click on the notepad button on the Sundial tool bar.

o An entry window will pop up. Type in the description of your
task, due date/time, start date/time, priority level and access
level under the General tab. Enter in a completion date when the
task is completed.

New Task X |

Drezcriphion;
IT_I,Ipe in Task Titke Here

Created ar: Friday, Jun. 30, 08

General | Hemindersl Detailsl

Select the information that you would like to have
associated with the task. Selecting the Completion
date checkbox brings Completed to 10024,

¥ Due date: Diue tire: Completed:

f 06 - 30 - 2008 [E|‘ @| {03: 00 am [E|‘ ®| 0003 E

[ Start date: Start time: [~ Completion date:

{ 06 - 30 - 2008 [El‘ @| {03: 00 am [El‘ ®| [ - - le‘ @|
Friciity: Access level:

|1 - I E IF'ersnnaI - I

Ok, I Cancel |




The Reminders tab allows you to set the type of reminder you
need.

New Task x|

Typein Task Title Here
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e The Details tab allows you to add additional comments and
attachments.

New Task x|

Tupe in Task Title Here

o Click OK when you are finished.



3. Event - A special event or holiday that is appended at the
bottom of the calendar in both Day/Week view. This does not
show up in Month view.

e Click on the yellow flag button on the Sundial tool bar.

e An entry window will pop up. Type in the title of the note, the
appropriate date, check off whether you need a reminder and
add on another person if this is a shared note under the
People/Resources tab.

- Type in Event Title Here - New Day Event _ O] x|
File Tools Advanced “Window Help

Propozed by: Liza Low/Help Desk

Title: |T5J|:e it Event Title Here I Remind Me

: =
Date: [ 05-30- 2005 [ (33

Peaple/Fiesaurces | Detals | Feminders |

Invite people. groups and resources to your Day Event. Enter this information
directly in the field or click the Search button. To add a person, enter a name, a
portion of a name or initials. Resources must be preceded by r.. Click the Group
button or enter grp: to find and add groups.

Add; [1dd Ancther Persan Herdl | @I
@ Liza Lowe/Help Desk |fammatian,.. I

1 Recipient

Add Date.. Repeating... ak I Cancel |

For Help, press F1 | Friday, Jun. 30,06 307 pm




e The Details tab allows you to set the access level, brief
description and add an attachment.

e Event ABC - New Day Event M=
File Tools Adwvanced Window Help

Fropozed by: Lisa Low/Help Desk

Title: IE\-'entABE ™ Remind e

: =
Date:  [06-30- 2008 [

People/Resources  Detals |Hemindels|

Set the Access level, attach files and record details. Attach documents to the day
event by selecting Attach and choosing the desired file. Use the Description field
to record the day event's details.

Attachment
Access level INormaI - l
Attach... Hemayve

Dezcription:

Mare information about the event| ;I
Add Date... Repeating... QK I Cancel |

| Friday, Jun. 30,06 3207 pm

For Help, press F1

« The Reminders tab allows you to set the type of reminder that

you need.

" Event ABC - New Day Event _ O] x|

File Tools Advanced “Window Help

Proposed by: Liza Low/Help Desk

Title: |E\-'ent ABLC Iv | Fiemind be

Date: f 05 - 30 - 2005 [El“ @|

F'eople.n"Fiesuurcesl Details Reminders |

Set the reminders. Upcoming reminders are shown in your Notes Pane. and
Remind Me reminders are sent in the format you specify.

Feminder for: Lisa Low/Help Desk

' Mo Reminder

£ Dizplay upcorning far |5_ Im

% Remind me IT Im befare start

B W Popup I Email

Add Date... | Fiepeating... | 0k I Cancel

For Help, press F1 | Friday, Jun. 30, 05 |3:08 pm
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« The Repeating button allows you to add in recurring events.
» Click OK when you are finished.

4. Meetings - A personal appointment added to your calendar @
and distinguished by color. You can also have shared .

meetings in which it also appears in other people's
calendars.

« Highlight the area of time the meeting will occur in and double-
click or click on the purple clock button on the Sundial tool bar.

o An entry window will pop up. Type in the title of the meeting, the
location, check off reminder if needed, set in the appropriate
date if needed and add on another person if this is a shared
meeting under the People/Resources tab.

® Type in Title of Meeting - New Meeting

File Tools Advanced ‘Window Help

Fropogzed by: Liza Low/Help Desk,

Title: IType in Title of M esting v Remind Me
I Tentative

Location: |Liu Conference Room

Start fime: f 07 - 03 - 2008 H‘ @| {10: 00 am H‘ ®| Duratiar:
End time: [07-03-2008 & [1:o0em ] 0 date) [0 o0 B

Peaple/Riesources | Detals | Feminders |

Invite people. groups and resources to your meeting. Enter this information
directly in the field or click the Search button. To add a person. enter a name. a
portion of a name or initials. Resources must be preceded by r.. Click the Group
button or type grp: to find and add groups.

Add: I&ddﬁ Fesource or Person | @l
¥} Liza Low/Help Desk | rfarmatiar.. I

1 Attendee




e The Details tab allows you to set the access level, importance
level, brief description and add an attachment.

B Type in Title of Meeting - New Meeting [_ O] x]
File Tools Advanced Window Help

Proposed by: Liza Low/Help Desk

Title: IT_I,Ipe in Title of Mesting ' Remind e

[ Tentative

Location: ILiu Conference Foom

Start time: | o7 - 03 - 2006 'EI‘ @| [10:00 am [E" ®| Duratior:
(i s [07-03-2008 (&R [11-00am ) [0 dayls) |D1:DDE

People/Resources  Details | Flemindersl

Set the importance and access levels. attach documents and record details.
Attach documents to the meeting by selecting Attach and choosing the desired
file. Use the Description field to record the meeting's details.

Attachment

Impartance lewvel: I tarmnal i I Attach
Access level I Marmrnal - I

D escription:

Erermiete

tore information on the meeting. d
Add Date... Repeating... Check Conflicts Ok I Cancel |

Far Help, press F1 | Friday, Jun 30,06 [311pm




The Reminders tab allows you to set the type of reminder that

you need.

© Type in Title of Meeting - New Meeting

File Tools Advanced ‘Window Help

Propozed by: Liza Low/Help Dezk
Title:

IType in Title of Meeting ¥ Remind Me
[ Tentative

Locatian: ILiu Conference Roam

Start time: | 07 - 03 - 2008 H‘ @| [10: 00 am H‘ ®| Duration:
End time: [07-0z- 200 BB [o0an FE| [ da (000

Peoplex’Hesourcesl Detail; Reminders |

Set the reminders. Upcoming reminders are shown in ¥our Notes Pane, and
Remind Me reminders are sent in the format you specify.

Rerminder for: Liza Low/Help Desk
" Mo Reminder

" Display upcoming for |5 Ida_'r'[S] vl
% Rerind me |1D Iminute[s] vl hefare start

By: W Popup [ Email

AddDate... Fiepeating... Check Conflicts QK I Cancel

For Help, press F1

| Friday, Jun. 30,06 [310pm 4

The Repeating button allows you to add in recurring meetings.

Click OK when you are finished.

Modifications

To delete a task, meeting, note or event, highlight the entry in

your calendar and hit the Delete key on your keyboard.

To modify a task, meeting, note or event, highlight the entry in

your calendar and double-click to open for revisions.
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