Noting leave/flex days in Oracle Calendar

1) Click the New Daily Note button on Calendar's button bar:  

2) Fill in the details of your leave (or anything else you want Tina to see in the lower pane of her Calendar): 
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3) Click Repeating if you want the note to span more than one day. 

4) In the Add: box, type Tina Chang, then click the "check" button. 

5) Click OK ... Tina will now get a daily note on the bottom of her Calendar screen 

6) Optionally send an email to Tina alerting her to the note. 

