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How to Create and Send an Event 

 

You can invite users and/or contacts to an event.  icon in your calendar view identifies an event with one or 

more invitees. 

I. On the Home Page Calendar section, select New Event 

 

II. Enter in required fields. If the event is related to a Listing or Closing, fill in the “Related To” field by 

clicking the magnifying glass and selecting the related record. If the Event is related to a Contact, fill in the 

“Name” field with the correct Contact Name. ** To invite a Contact or User to the event, please refer to 

step 3. 
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III. To invite Contacts or Users to an Event, scroll to the bottom of the page to the “Select Invitees” section on 

the Event detail page, click Select. 

 

IV. In the Select Invitees dialog box, search for the type of invitee: users, leads, contacts, and/or resources. 

Person accounts are returned in contact searches and can be added as invitees. 

 

V. Enter a name or part of a name, or leave the field blank to expand the search, and click Find. 

Use  and  to select and deselect people or resources. To invite more people or resources, search again and 

select the invitees you want. When you search for people or resources to invite to an event, the Available list 

displays up to 300 results.  represents a Contact while 

http://help.salesforce.com/HTViewHelpDoc?id=account_person.htm&language=en_US
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represents a REthink User. ** If you want the event to show up in a User’s REthink account, 

make sure to select the User’s Name and not the Contact. 

Click Done when finished. 

The availability of invitees is indicated in color on their calendars: busy time is blue and out-of-office time is red. If 

an invitee has more than one event scheduled for a particular time, all the events are shown on the calendar. Hover 

your mouse over any event on the calendar to see the event details. 

To remove an invitee from an event, click Remove next to the invitee’s name. 

VI. Finally, click Save & Send Update to send the invite to the Contact or User. 

 

Invited contacts and person accounts will receive an email containing a link to a web page where they can accept or 

decline the invitation for the event or event series. You will also receive an email summary of the event. If an invited 

resource is available at the given time, it will automatically accept the invitation. You can't double-book resources. 

**If the invite is sent to a REthink User and they accept the invite, the invite will show up in their REthink calendar. 

If the event invite is sent to a Contact, they have the option of adding it to Outlook via a button when they accept the 

invite. 

For additional support material, please visit our Support Portal at https://thinktechlabs.desk.com/ or contact REthink 

Support Team at support@thinktechlabs.com. 

https://thinktechlabs.desk.com/
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