First, log into your webmail account as usual.
Next, click on the “Calendar” icon in the upper left.
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Select the date of your appointment by clicking on the date in the calendar. In this example, I chose tomorrow, 10/02/2009.
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Click on “New Appointment”
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Enter in the subject, location, and duration of the appointment.
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You may also fill out the large comment box (this is the appointment body) below the date/time information for a more detailed description of the appointment.
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Click on Save and Close
Now the appointment appears on your calendar.
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Click on the blue title to edit the appointment.
Click on Save and Close to finish.

To return to your inbox, click on the “Mail” button.
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