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Documenting Parent Conferences Using Your Outlook Calendar 

1. Open your calendar in Microsoft Outlook. 

2. Click on the New button.   

3. Set the correct date and time.  

4. Set a reminder! You can choose many different options on this one. 

5. Time the notes of the parent conference in the Notes section of the appointment window.  

6. Be sure to Save & Close. 

7. You can print them out later if needed. 

 

 

 

 


