Changing an Email into a 

Calendar or Task Item
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1. Click and highlight the message that you wish to change, then right click and select “Change to…”.
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2.   From the “Change To” menu, select the appropriate option (Task, Reminder Note or Appointment).  Click “Ok”.
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3. Based on the option you chose, a new GW item will be created allowing you to select the appropriate variables.  In this example, Appointment was selected.  It is now possible to select the corresponding date, time, location, etc.  Once those items are selected, click “Post” and the item will be added to your calendar (or task list, as applicable).  

