Google Calendar
The calendar shows dates and availability for all rich media ads and exclusive products. It is web-based so it can be accessed from anywhere with an internet connection, not just from your work computer!!

How to access the Rich Media calendar: 
· Go to gmail.com
· Log in info
· user name is: CMGsalescalendar@gmail.com
· password is: reserve!
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· Click on the “Calendar” link in the black navigation bar at the top of the screen. This takes you directly to the calendars.
· Now you can choose which calendar to view. Notice the list of “other calendars” on the left rail. There is a calendar for every site. Click on the arrow next to the calendar you wish to view and select “Display only this Calendar” from the pull down menu.
· You are free to select what ever view suits you best: daily, weekly or monthly. You can select multiple calendars at a time by simply clicking on each calendar name.
· You can click on the calendar events for details about reservations.
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· Reservations are listed in this format: 
Product (Advertiser Name) 

EX: Fixed Pencil (Stew Leonard’s)
· Reservations will be made by a member of the Ad Ops team on a first-come, first-served basis. (By Digital Insertion Order only!)

DO NOT alter the calendars in any way. To ensure that all members of the sales staff can access the calendar properly, do not make changes to the calendar settings.
