STEP 1:

Enroll in the event via Handshake and see the email confirming your enrollment, as seen below.

M Gmail Q_ Searchin mail =
¢/ Compose Oo- @ o© w B O & m D
Ed Inbox 6
e — Handshake [Ext] Welcome to Scarlet C-Suite Program: Curiosity & The Po...
@® Snoozed

[Ext] Welcome to Scarlet C-Suite Program: Curiosity & & &
The Power of Asking Questions - VIRTUAL

See the auto-message from ENSHED D (inboxx

Handshake in your inbox as

. Handshake <handshake@notifications joinhandshake.co.. 8:49AM (42 minutes ago) ¥y “
seen above and to the right, tome v
confirming you have enrolled in
the event, listing the ’Iandshake
date/time/place and a link to
add to your calendar (as seen in
step 2).

Hello Julie,

Thank you for registering for this Scarlet C-Suite workshop. This workshop

is part of the Scarlet C-Suite Program, a comprehensive program for your
career development. Ask your presenter for more information if you are
not already enrolled in this program.

Date and Time

Wednesday, February 28th 2024, 4:00 pm - 5:00 pm




STEP 2:

Click on the link under the “where” section to see the event display on your calendar:

Where

This is a virtual event. A link will be available 5 minutes before start time. Be

sure to arrive on time and make a great first impression.

owina URL to your calendar:

fol

https:/fiit.joinhandshake.com/users/LUK3TPj4mD-

To add this event and others in Handshake to your calendar, import the

4CmvZcltj7ORRgQg_VwoEEnJgMilV/calendar sync.ics

Thank you,
lllingis Institute of Technology

Click on this link to see the
event display on your
calendar.

STEP 3:

In the top right of your screen, you'll see the calendar download*; click it, then you may see a

message confirming it is safe. Click yes.

*If you’re on a mobile device, your Google calendar will open.

Microsoft Outlook Security Notice

This location may be unsafe.

® * L | - .
C\Users\jbruns2\Downloads\calendar_sync (3).ics
calendar_sync (2).ics e T 4 hn
18.1 KB » Done q
Hyperlinks can be harmful to your computer and data. To protect your
ugv ) s ILLINOI computer, click only those hyperlinks from trusted sources.

Do you want to continue?

@ Microsoft Office has identified a potential security concern.

? X




STEP 3 continued:

The calendar will display and the event will be listed on the date it is occurring.

<

>

Feb — Mar 2024

SUN

25

MON

26 27 28

STEP 4:

Adjust the event reminder inside your calendar to alert you before the event.

You may also receive an email notification 24 hours (or more) before the event, depending on the event settings.

Event details Find a time

(] Add Google Meet video conferencing .

@ Add location

0 Notification = 15 minutes - b4

Add notification

Modify the event reminder
inside your calendar to alert
you before the event, by
clicking on the event, and
changing the time cadence,
then save.




