Scheduling an Appointment with the Biostatisticians
1. Login to your GroupWise account.
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 on the toolbar.

3. In the To field, type the name of the Biostatistician you would like to meet with, and press Enter.  (Our Biostatisticians are Clifford Qualls and Ronald Schrader)
4. Repeat for additional users or If you would like to meet with either of them put both of their names in the To field.
To select usernames  from a list, click Address on the toolbar, double-click each user, then click OK.

5. To change the From name (to another account or proxy), click [image: image2.png]


, then click a name.

6. Click on the [image: image3.png]T By Seach



 to check availability.  The following screen will appear and you will see a Progress bar at the bottom as it loads the calendar information of the participants. It may be a few seconds before you can see everyone’s calendar.
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-Ron

I'd like to set up an appointment at this time.




Click on the Invite to Meeting button and change the “number of days to search” from its default of 7 to 60 days or so.  (Our Biostatisticians are very busy and they are not both in the office on the same days.) 

8. You can drag this box around to select an appointment time.  You can change the size of the box for appointments of more than the default of 1 hour.  
9. The legend at the bottom of the dialog box shows the meaning of the various patterns on the grid.  Once you have found a suitable appointment time with either of the Statisticians you will want to remove the other from the meeting invite. To do that just click on their name and press the delete key on the keyboard.  Click the OK button when you are done.
10. VERY IMPORTANT! Put your Name, Protocol Number and a Contact Number in the subject line.  It makes their life so much easier if you do this.  You do want happy statisticians don’t you?  Type a brief message to them if you wish.

11. Click Send.
Rescheduling an Appointment

If you want to make sure the people and resources for the appointment are available, you can do a busy search by clicking Busy Search on the toolbar.

1. Click the Sent Items folder in the Folder List.

2. Click the appointment to reschedule.

3. Click Actions > Resend.

4. If the original appointment was an auto-date appointment, click This Instance or All Instances.

5. Make your changes, then click Send on the toolbar.

6. Click Yes to retract the original item.

To reschedule an appointment for a new time on the same day, open your Calendar and drag the appointment to the new time.

Cancelling an Appointment

You can cancel an appointment if you scheduled it or if you have the necessary Proxy rights to the scheduler’s Mailbox.

1. Click the Sent Items folder in the Folder List.

2. Click the appointment you want to cancel.

3. Click Edit, then click Delete.

4. If the original appointment was an auto-date appointment, click This Instance or All Instances.

5. Click All Mailboxes, then click OK.
