Adding PTO to the info calendar (specifically for new hires)

When an employee will be out of the office it is necessary to let other employees know. Apart from changing the automatic reply on your Outlook account (ending in ecrtx.com) you will also need to add your time off to the office info calendar. The info calendar can be seen by all employees and allows everyone to see who is out that day in one place.  
After logging into your email account, you will see the Calendar Icon on the lefthand side of your screen. Click the Icon to access your outlook calendars. If you do not see any other calendars other than your own, please let the front desk know. This is a task IT can help with. 
Once you have the Info Calendar, unselect your own calendar to help ensure you are adding to Info. Find the first day you will be taking off and click by the date. Where it says “Add a title”, type your name and either PTO or OOTO. You can choose a single day or several days. Make sure “All Day” is selected. Another way to ensure you are adding this to the Info calendar, on the top lefthand side of the box you are working in, you should she a colored icon and “info”. If it doesn’t say “Info”, hit the down arrow and please select “Info”. Once you have finished, hit “Save” and you are done! Always a good idea to double check that you see your time off has been added and maybe even have a coworker check as well to make sure there are no mistakes.
If you have any questions the front desk can assist you!
