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Calendaritems

From the Participant Profile Tabs, select Calendar/Add Calendar Item

Details I Assign | Reminders | preview
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& Ttem set to repeat every week on Tuesday until July 2, 2020

Ends © after occurrence ® On | 07-02-2020
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Details Tab-
Title

Starts/Ends time The timeframe of the event.
Select calendaricon, select date/time, select Green Check.

Description Enter any notes for the Participant (optional). This appears on calendar item

[F this is a reoccurring event, check the Repeat Box and choose how often it is to occur
and when itis to end (each day is an occurrence or on a specific date)

vatatle | assign | momingers | preview

Details I Assign Reminders Preview
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e e e @ 1 Attendee will receive reminders for this calendar item.
=
Add Term | NoTerm Attached 1. Receive Message Display within AIR ¥ 1 hour(s) ¥  before s T
e © Reminder
Reminders Tab-
Assign Tab- Tap Lo Preview Tab-
No action required if not P . Confirm the item was created as intended
heduli hecki Select Reminder type -
scheduling a checkn. Must be “Message Display within AIR”
. Use the arrows at the top of the calendar
hing is sel q Select how far in advance of the event the . Il bet days/weeks| th
Nothing is selected. reminder is to be sent o scroll between days/weeks/months
*AIR Check-In App must be open for reminders
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Edit Calendaritems Checkn x

To edit an existing calendar item, from the Participant tabs select
Calendar/View Calendar/click on the calendar item that needs edited.

The user will notice four task boxes across the bottom: p - ’ N
View Full Details, Edit, Copy, or Delete. \ . ),

Select the appropriate option, make and save the changes.

AIR captures any changes made to the calendaritem and will display “Last Modified” with the name and timestamp
of when and by whom the changes were made. The calendar item will also temporarily change color.



