OUTLOOK 2010

Instructional Steps
Reoccurring Appointments

You can automatically schedule an appointment for every day, week, month or year at the

same time.

1. Create an appointment or double click on an existing appointment.
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2. From the ribbon click on Reoccurrence.
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3. Choose the options and click “OK”
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4. Note the settings and Click “Save & Close”
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Notice the small reoccurring icon that now shows up on the appointment.
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