This will then take you to the Registration screen. On this screen you will find the Event
details, including the Time, Date and the application used to run the session, as well as
the name of the Trainer/Speaker hosting the session. Once you have confirmed that this is
the correct session for you, input your Contact Details and select Register now.

Please note that the confirmation email will be sent to whichever email address you use to

register for the event.
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You will then receive a confirmation email in your inbox from Microsoft. In the email you will

find the details of the session.
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Click on Yes.
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You should only open calendars from sources you know and trust,

Attachment “Intro to Smarter Working.ics” from “You're
registered for Intro to Smarter Working”
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Double click on the
ICS attachment.
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Your seat is reserved!
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A calendar appointment will
then be created with details of
the training.

Click on Accept.

This will now appear in your
calendar.

The benefit of doing this is that
if the event date or time are
changed it will automatically be
updated in your calendar.



