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Creating an Appointment Group on Calendar in ulwazi 
 

Step 1: Click on the Calendar link from Global Navigation panel [1], 
double click to select an appointment date [2]. 
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Step 2: Click on Appointment Group tab [1], complete the details and 
select your preferred options.  
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Step 3: Under Calender, click on select Calendars to choose your 
course [1]. Click on Done button [2]. 
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Step 4: Copy a Teams meeting link, paste it under details should your 

consultation be held online [1]. Click Publish [2]. 
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