Scheduling Recurring Events

Introduction

Scheduling recurring events is a great way to better define when an event that is spanning multiple
days is occurring on your calendar. For example, a meeting that is happening Monday through
Wednesday between 9am and 4:30pm.

Step-by-Step

Webmail

1. Log into your NTCC webmail, then go to the calendar
2. Click on New Event

1.
3 — Home Yiew Help
i
3 v Jul}" 2023 1 i Today ey W
5 M T W T F 5
3 Sunday
r 25 26 27 28 29 30 1
Jan 28

k=]

3 4 5 & 7 &
9 1w 11 12 13 14 15
™ % 17 18 19 20 21 22

23 24 25 26 27 28 29

=

0 31 1 2 3 4 5

3. Select the date and times that the first day of the multi-day event occurs
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4. Select Daily under the repeat dropdown
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5. Choose to repeat the event every day applicable. Be sure to set the end date to the last
day of the event
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