OUTLOOK QUERIES OR PROBLEMS

If you are unable to rectify a problem or need advice, please call Hilton Sharpe & Clark on 01273 324163 and ask to be put through to the IT department (Mike or Jason)
If you encounter a problem, please notify the Office Manager of the solution and it can be added to our ‘Troubleshooting’ list for future information (See ‘IT queries or problems’ Word doc for information in relation to the IT equipment)
Trouble shooting

To send ‘Outlook’ appointments to another computer via e-mail:

· Click on ‘Actions’

· Click on ‘Forward as i-calendar’

· Click on ‘Open’

· Click on ‘Save and close’

This will automatically save on the recipient’s Outlook calendar
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