Saving emails as calendar items

Sometimes we are interested in an event that doesn’t come in the form of a calendar invite. You can still
add it to your calendar by following these easy steps.

4 Inbox T11 4 Last Week |

@logins 1 Distance Education HUB

@tickler [EXT] Upcoming! Mew Canwvas integration for seamless course creation, en... Sat 10/22 |
CAUTIOM: This email originated from outside of Chaffey College, Exercise

@to do 1

e CSEA Member Benefits

@waiting 2 [EXT] 2nd Day FREE Ticket Option for Universal Studios, Hollywood & More Fri 10/21

Attendance CAUTIOM: This email originated from outside of Chaffey College, Exercise

Faculty Summer Institute 2022 U.s. Department of Education

InboxPro [EXT] Apply Mow for Student Loan Debt Relief! Fri 10/21

CAUTIOM: This email originated from outside of Chaffey College, Exercise
Portal Issues

schedules Adalberto Rodriguez U]
) Chaffey College Dia De Muertos Events Fri 10421
to print Hello Campus Community, We are excited to share that Dia de Muertos
Drafts [310]
ACES Faculty
4 Sent [tems [EXT] Upcoming ACES Online Workshop and Drop In Support : ACES Faculty Thu 10/20
b Workshops CAUTIOM: This email originated from outside of Chaffey College, Exercise
b Deleted Items 4586 Heather Parsons U]
b Archi Alumni Breakfast and Tailgate Thu 10/20
IChvE Good Maorning, Panthers, Let's share our school spirit over breakfast! The

Conversation History
InformaCast

[EXT] THE 2022 GREAT "SHAKEQUT" "This is an earthquake drill...” All stude... Thu 10/20
CAUTIOM: This email originated from outside of Chaffey College, Exercise

Infected
Junk Email [14]

JotForm
[EXT] Reminder: Introducing Jotform Sign starts in 1 hour Thu 10/20
CAUTIOM: This email originated from outside of Chaffey College, Exercise

1.Click and drag the
email to your calendar

professionallearning@chaffey.edu =)
[EXT] Confirmation of Withdrawal from Assessment of Institutional Learni... Wed 10/19
CAUTIOM: This email originated from outside of Chaffey College, Exercise

JotForm
[EXT] Reminder: Introducing Jotform Sign starts in 1 day Wed 10/19
CAUTIOM: This email originated from outside of Chaffey College, Exercise

I» Groups

b Archive Folders professionallearning@chaffey.edu b3
[EXT] You are registered --ADD TO CALENDAR Wed 10/19
CAUTIOM: This email originated from outside of Chaffey College, Exercise
 ArchivedSe . .
P professionallearning@chaffey.edu =)
E [EXT] Your registration request Wed 10/19

CAUTIOM: This email originated from outside of Chaffey College, Exercise

‘ g e Cheryl Newman-Tarwater

Alumni Breakfast and Tailgate - Appaintment

Insert  Format Text  Review  Help Q Tell me what you want to do
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Zones = Temnplates

Skype Meeting | Meeting Motes | Attendees Options I Tags My Templates A

Subject |Alumni Breakfast and Tailgate |

Lacation | v|
Tue 10/18/2022 [10:30AM
Tue 10/18/2022

2.Change to the correct 3. Save and close. The event
date and time. r Darcanc | 1S NOW ON your calendar.
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