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Log in to Outlook:
Open your web
browser and
navigate to the

Pierpont Portal on
the web
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https://eis-pier.wvnet.edu:9443/authenticationendpoint/login.do?RelayState=eyJ0ZW5hbnRJZCI6ImIzNTk2OTMyLWU0M2EtNDM2YS04ZDllLTg2OTIzYTM1MjNjYyIsImFjY291bnRJZCI6IjAwMUcwMDAwMDBpSG1TQUlBMCIsImp3dENhbGxiYWNrVXJsIjoiaHR0cHM6Ly9leHBlcmllbmNlLmVsbHVjaWFuY2xvdWQuY29tL3BjdGMvYXV0aC9jYWxsYmFjayIsImlkcExvZ291dFVybCI6Imh0dHBzOi8vZXhwZXJpZW5jZS5lbGx1Y2lhbmNsb3VkLmNvbS9pZHAtbG9nb3V0In0%3D&commonAuthCallerPath=%2Fsamlsso&forceAuth=false&passiveAuth=false&tenantDomain=carbon.super&sessionDataKey=96068334-f45c-4a3d-8f41-6d1c84fbaa9c&relyingParty=Experience_PROD&type=samlsso&sp=Experience_PROD&isSaaSApp=false&authenticators=BasicAuthenticator%3ALOCAL
https://eis-pier.wvnet.edu:9443/authenticationendpoint/login.do?RelayState=eyJ0ZW5hbnRJZCI6ImIzNTk2OTMyLWU0M2EtNDM2YS04ZDllLTg2OTIzYTM1MjNjYyIsImFjY291bnRJZCI6IjAwMUcwMDAwMDBpSG1TQUlBMCIsImp3dENhbGxiYWNrVXJsIjoiaHR0cHM6Ly9leHBlcmllbmNlLmVsbHVjaWFuY2xvdWQuY29tL3BjdGMvYXV0aC9jYWxsYmFjayIsImlkcExvZ291dFVybCI6Imh0dHBzOi8vZXhwZXJpZW5jZS5lbGx1Y2lhbmNsb3VkLmNvbS9pZHAtbG9nb3V0In0%3D&commonAuthCallerPath=%2Fsamlsso&forceAuth=false&passiveAuth=false&tenantDomain=carbon.super&sessionDataKey=96068334-f45c-4a3d-8f41-6d1c84fbaa9c&relyingParty=Experience_PROD&type=samlsso&sp=Experience_PROD&isSaaSApp=false&authenticators=BasicAuthenticator%3ALOCAL
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Go to Calendar: Click on
the "Calendar" icon
ocated at the bottom
eft corner of the Outlook
window to access your
calendar.

Calendar




Create a New
Meeting: Click on S @ O |+ PierpontHelpa
the "New event" c C o
button located at
the top left corner
of the calendar
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New event - Calendar - jgray2 @pierpont.edu
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Add Attendees: In the new
event window, enter the
email addresses of the
attendees in the "Invite
someone' field. You can
also select atffendees from
your contacts list by clicking
on the "People" icon.



Set Date and Time:
Choose the date and
time for the meeting
by clicking on the
"Start time" and "End
time" fields and
selecting the desired

date and time from
the calendar and
dropdown menus.
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Set Reminder
(Optional): If
you want to set a
reminder for the
meeting, you can
do so by clicking
on the "Add a

reminder"
dropdown menu
and selecting an
appropriate
option.
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Add Meeting Details (Optional): You can add additional
details about the meeting in the "Add a message 1o

attendees" field. This could include the agenda, meeting
objectives, or any other relevant information.
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Send the Meeting Invitation: Once you have filled in all the necessary
details, click on the "Send” button located at the top of the event

window to send the meeting invitation to the attendees. They will

receive an emall with the meefing details and can accept or decline
the invitation.
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