Your name                                   Your career account alias                                         
Start with the next Monday, i.e. if today is Monday, that is in a week.  If today is Sunday, it’s tomorrow.

	week of Mon                               
	M
	T
	W
	Th
	F

	8:30 - 10:20 am (110 min)
	
	
	
	
	

	9:30 - 11:20 am (110 min)
	
	
	
	
	

	10:30 - 12:20 pm (110 min)
	
	
	
	
	

	11:30 - 1:20 pm (110 min)
	
	
	
	
	

	12:30 - 2:20 pm (110 min)
	
	
	
	
	

	1:30 - 3:20 pm (110 min)
	
	
	
	
	

	2:30 - 4:20 pm (110 min)
	
	
	
	
	


	week of Mon                               
	M
	T
	W
	Th
	F

	8:30 - 10:20 am (110 min)
	
	
	
	
	

	9:30 - 11:20 am (110 min)
	
	
	
	
	

	10:30 - 12:20 pm (110 min)
	
	
	
	
	

	11:30 - 1:20 pm (110 min)
	
	
	
	
	

	12:30 - 2:20 pm (110 min)
	
	
	
	
	

	1:30 - 3:20 pm (110 min)
	
	
	
	
	

	2:30 - 4:20 pm (110 min)
	
	
	
	
	


	week of Mon                               
	M
	T
	W
	Th
	F

	8:30 - 10:20 am (110 min)
	
	
	
	
	

	9:30 - 11:20 am (110 min)
	
	
	
	
	

	10:30 - 12:20 pm (110 min)
	
	
	
	
	

	11:30 - 1:20 pm (110 min)
	
	
	
	
	

	12:30 - 2:20 pm (110 min)
	
	
	
	
	

	1:30 - 3:20 pm (110 min)
	
	
	
	
	

	2:30 - 4:20 pm (110 min)
	
	
	
	
	


YOU MUST give three weeks worth of availability, please. 

It will often take several days before you receive a response.  

If you do not hear anything for four days, write and inquire.
Keep the times available that you have said are available until you receive 

word of when the session has been scheduled.
The instructions are not simple but they are not impossible.  Follow them carefully.





Complete


your name


your career account alias


date of next three Mondays


type free or Y in your available 110 min spots.





THREE WEEKS WORTH, starting with the week that begins next Monday








Tab/Shift-tab or use mouse to navigate.  





You may modify to sign up a group if you give all names, all aliases, and a composite free times schedule on a single schedule card.





From the File menu choose Save as… and name the file SomethingSchedule.doc, where Something is your name or your groups name.





Attach the saved doc to email and send to swihart@purdue.edu





(It works on many systems, after you’ve saved, to just use the Word program File menu, choose Send To…. Mail Recipient….)








