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How To Create A Recurring Appointment 

 

1. From the File menu, select New, Appointment. 

 

2. Enter in the Subject, Date and Time. 

3. Click the Recurrence button. 
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4. In the Recurrence Pattern area, select Weekly. 

5. Select Recur Every 1 Week. 

6. Select the appropriate day of the week that the appointment will recur on. 

7. In the Range of Recurrence area, select End After and type in the number of 
occurrences.  (For example, if you coach this client the first 3 weeks of a month, enter 3.) 

8. Click OK. 

9. Click Save And Close.  You have now set up a recurring appointment for this client. 
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