Publishing a Microsoft Outlook Form to the Inbox

1. From Windows Explorer, double-click the Appointment Mover form. You will be
prompted to select a folder in your Microsoft Outlook mailbox.

Eolders:

E@ Archive Folders K
E@ Mailbo: - Kristine Reynolds
- Calendar Caneel
]ﬁ?» Clients

-~ Contacts Blewt...
Deleted Items

@ Drafts
Rl inbo:
ﬁ Journal
]@ Motes
@ Outbox
Serk Ikems
g Tasks

- Public Folders

i3

2. Select Inbox and click on the OK button. The macro warning dialog box will
displayed.

Warning: Dpening “Move Own Appointment

The Form For this item has not been registered in this Folder or in wour
company's Forms library. Because this item contains macros, which
could contain a wirus harmful ko vour computer, wou may nok wank ko
run the macros.

If vou are sure this item is From a trusted source, click ‘Enable macros',
Ctherwise, click 'Disable macros'.

I Enable Macras

3. Click on the Enable Macros button.

4, The form will then open in Microsoft Outlook. To publish the form to your Inbox,
from the Tools menu, select the Form option and then select the Publish Form
As... option. The Publish Form As dialog box will be displayed.
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5. In the Look In: drop-down box, select Inbox.
6. Type in MoveAppointments in the Display name: text box.
7. Click on the Publish button.

8. If the following message box appears, click on the Yes button.

Microsoft Dutlook x|

Taimprove petformance and reduce form size, Outlaok recommends you not save the Form definition with Farms
when publishing ko the Organizational Forms Library or wahen publishing non-mailable Forms,

Do ywou wank ko clear the "Save Form Definition with Iker” check box on the Properties kab?

i[a] | Cancel |

9. The form is now published to your Inbox. Close the form without saving changes.

Running a Microsoft Outlook Form from the Inbox

1. If you are not already in your Inbox, click on the Inbox button.
2. From the Actions menu, select New MoveAppointments.
3. You are now ready to use the MoveAppointments form.
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