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Copying an Appointment

Copying an appointment to another time slot will keep a copy of the original appointment in the first slot and a copy in the
new time slot. So in effect, there will be the same appointments in two-time slots.

1. Hover over the centre of the appointment.

2. Click and drag (by holding the left mouse key down) to another free appointment slot.

3. A screen should pop up, click Paste to copy the appointment.


