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Lesson 4: Using the Calendar

Lesson ODbjectives

In this lesson, you will explore the features of the Calentar module ‘and learn how to customize its views.
Upon completion of this lesson, you should be able to:

change the calendar view invite attendees and track responses

create and edit appointments determine available meeting times
set reminders make changes to or cancel meetings
create recurring appointments create a calendar group

schedule single and multi-day events show or hide calendars

OO0 o O i

schedule meetings print calendars

OO0O0Oo0oaoao

customize the caléndar options

Scheduling Items

You ¢an scheduie appointments, meetings and events in the Calendar.

e ~An appointment is an activity that usually only involves you — such as a lunch date, a dental
appointment, or a personal engagement. An appointment blocks the time in your calendar.

e A meeting is an appointment to which others are invited and may involve reserving resources such as
rooms or audio-visual equipment.

e An event is an activity that may last an entire day or longer, such as attending an out of town
conference. Annual events are occasions that occur once a year, such as birthdays, anniversaries, or
social events. Events do not block out time in your calendar.
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Lesson 4 Using the Calendar

When you schedule appointments, meetings or events, the time in your calendar can be marked as free,
tentative, busy or out of office. This is a very useful feature, especially for others who want to check your
availability. A colored bar indicating your availability will be displayed in your calendar.

Appointments, meetings and events can be color categorized for quick identification in the same manner
as email messages.

Changing Views
Objective 1.1, 3.1

When you start the Calendar, the default calendar view appears similar to:
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Regardless of which view is‘active, there is a thicker dark line on the current date, and it also appears
highlighted withinthe Date Navigator. You can always click Today, on the Home tab, to return to the
current date.

You can use the options.in the Go To or Arrange group of the Home tab to change to a different view:
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Displays the hours in 30-minute increments with your working hours in a white
background while non-working hours appear in a shaded background. The time
increments can be changed by right-clicking the Time Bar and then choosing the
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Week Displays the seven days of the week starting from Sunday through to Saturday.
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Month Displays a month at a time; you can level of detail to appear with the
appointments, meetings, or events an example of low level detail). You
can switch quickly to a weekly view king the tab at the far left of a week.
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Using the Calendar Lesson 4

Schedule Displays the time horizontally so you can see your schedule at a glance, thereby enabling
View you to schedule new appointments, or manage existing ones. If you share calendars with
a colleague, you will also be able to see their schedule.
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Using the Date Navigator

The Date Navigator appears at the top left of the Navigatiori Pane. By default, one month appears, but you
can adjust this to show two or more by changing the width of the Navigation Pane.

e The arrows on either side of the cuitent month allow you to move quickly to the previous or next

month.
e To change to a month within Six months of the current month, click the '::'“Ir']?
current month to display & pop-up.similar to the image at the right, and May 13
; ;
then click the month you want to view. July 13
Ausgust 13
September 13
e To move to a date in the current month, click that date. . P
Angust 13 ¥

¢ Ifin the Month viewr.of the Date Navigator, click a date in the current month U MO TU WE TH FR 54
to switch'to the Day view to show appointments for that day. ik

e Any daie in the Date Navigator that appears in bold indicates there is an niiz 13 14 15 15 17
appointment for that date. You can then click the date to view the i L T
. D B 7T B 8 3o N
appointments.
o  Drag the horizontal split bar below the Date Navigator to show more than or Septembrer 13
U MO TU WE TH FR 54

only one month at a time.
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e To show more than one day at a time, drag to select the days.
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e You can also press as you click non-consecutive, individual days to show the calendar for those

days only.
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To c¢hange the time interval used in the calendar, right-click the Time Bar and then click the interval amount
you want to use.
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Hew Appointment

Creating an Appointment

Objective 3.2, 3.3

You can create appointments by typing the subject information_directly into your calendar for the selected
date and time or you can use the Appointment winde\i: to énter more detailed information. If the new
appointment conflicts with another appointment on your calendar, Outlook displays a message alerting
you to the conflict.

You can copy, move, delete, or forward appointménts i the calendar in a similar manner to managing
messages.

Using the Calendar View

You can quickly set up an appointment by eritering it directly into the day. This could be when you have an
appointment that may not requif¢ a lot of information, such as a luncheon engagement, or a medical
appointment.

Navigate to the date of the appoiritinent and then enter the information for the appointment. If you are
using the Day or M/cek view, you can click at the right of the start time for the appointment.

1

Status | :‘ " e Meeting

(7]

e < To change the length of time for this appointment, point the mouse cursor at the top or bottom of the
appointment box until you see Iand drag up or down.

e o move the appointment to another time slot or day, click the mouse on the thick bar at the left side
of the appointment and drag the appointment to the new time or over the date in the Date Navigator.
As you move the appointment the cursor changes to %}

e To open this appointment to enter details or set options for the appointment, double-click anywhere in
the appointment box.
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Using the Appointment Window

To create an appointment that contains more detail or to set more options for the appointment:

press (Ct)+(NJ: or
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On the Home tab, in the New group, click New Appointment; or

on the Home tab, in the New group, click New Items, and then click Appointment; or

navigate to the appointment date and double-click in the start time slot for the appointment; or

right-click a time in the calendar view and then click New Appointment.

You can then enter the details for the appointment in the appropriate fields, including using the blank area
of the Appointment window to add additional iriformation, such as an agenda, topics to be brought up
during the meeting, or directions t0 the appointment location. Note that options in the Insert or Format
Text tabs become available when yali are in this area.

Use the features in the Appointinent tab to set options for the appointment:

your calendar.

To set up a reminder for the appointment, use the

Set the z Show As fieid o select the status that will appear in your calendar, especially if you share

Reminder field to select when you want to be

reminded of this appointment.

Setthe

Applythe Categories feature to organize appointments.
Privacy feature to prevent others from seeing the details of this appointment.

Set the level of importance - that is, low ¥, normal, or high ! — for the appointment.
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Creating an Appointment from an Email
Objective 3.2

If you receive a message requesting a meeting or, that contains information you would like to add to the

calendar for other purposes, Outlook makes it easy to create an appointment while in Mail:

o If the message is open, on the Message tab, in the Move group, click Move, and click Calendar; or

e on the Message tab, in the Move group, click Move to Other Folder, and click Calendar, or

o if the message is in the Inbox, drag it to Calendar on the Peeks Bar.
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Both methods open an appointment with the subject of the message copied to the appointment’s Subject
box. The contents of the message @lso appear in the text box area for reference and you need only to set

the details to schedule the appointment.

If you want to respond to a message ana schedule an appointment with the sender, select the message.

Then on the Home tab, in theRespond group, click Meeting.
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Fromm: Lawrence fang [maio;:ljang355@batmailca)
Sent: May-16-12 1:15 PM
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A new meeting invitation is created with the sender’s name in the address field and a copy of the message
for all recipients. This message invitation will contain the buttons to accept, decline or propose a different
time for the meeting. Meeting requests/invitations are discussed later in this lesson.

Creating a Recurring Appointment

Objective 3.2

A recurring appointment is one that occurs regularly. The recurrence can be set with no end date, to end
after a certain number of occurrences, or on a specific end date. To make an appointment recurringsselect
the appointment and then, on the Appointment tab, in the Options group, click Recurrence.

Alternatively, if you are creating a new appointment that you want to be recurring, right-click a.time in the
calendar view and then click New Recurring Appointment.

p

Appaintment time
Start: 100 PM
End: 1:30 P

Curation: | 30 minutes ¥ |

Startr | Mon 8/26/2013 [w| @ Hoend date
End aftes 10 Lila b LE5
End by an 10028015 -
| ox || cancel

(L

o—
Appointment Recurrence Eﬂ

Eecurrence pattern

&Hﬁg & of recurrénce

Daily Recur every 1 weekis) onc

& Weekly Sunday /| Manday Tuesday cdnesol | |
Monthly Thursday Fridey Saturday
Yearly |

&

Appointment

Sets the start and end time for the appointment. The duration time adjusts

time automatically when you set the time, or you can select the duration to have the end
time determined.

Recurrence Sets thepattern for the appointment, which is the frequency of the meeting.

pattern

Range of Has Outlook set up the recurrence dates for you. For instance, use No end date if this is

recurrence a standard meeting for status updates, use End after x occurrences with a project that

has an end date, or use End by when you want Outlook to schedule the meeting
automatically from one date to the end date set here.

Once details are set, Outlook automatically inserts or schedules the recurring appointment in your calendar.
If you open a recurring appointment, Outlook gives you the choice of opening one occurrence or the
complete recurring appointment. Any changes you make will then be saved to the one occurrence or all
occurrences of the appointment. For instance, if you want to add an extra note to the next meeting for
discussion, you will open just the occurrence of that meeting, whereas if the agenda or time needs to
change for the meeting you can choose all occurrences to change every upcoming date of that meeting.

104
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Scheduling Events

Scheduling events is similar to creating appointments, except for the duration. Events generally occur on an
entire day or longer, such as a birthday, anniversary or a conference. When you schedule an event, you can
still schedule appointments or meetings during the time of the event.

TUESDAY WEDMESDAY THURSDAY FRIDAY

23 24 25 26

Travel 2014 Conference NYC Seminar & Conference Center

By default, Outlook marks events as free time with no color indication. If you show the tinie as Busy,
Tentative or Out of Office, the duration of the event will be shaded in the appropriate colar o your
calendar.

You can create recurring events in the same way as you would create a recurring appoiritment.

To create an event:
e On the Home tab, in the New group, click New Items and then click All Day Event; or
e right-click in the calendar and then click New All Day Event, or
o while in Day or Week view, double-click the highlighted area below the day of the week, or
e while in Month view, double-click in the date.
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Save & Delete Copy

Clee

Sun 152013 i3 s

Sun 8152013

o Learrnthe Skill

In this exercise, you will learn to create appointments using various methods.

1 Inthe Peeks Bar, click Calendar.
2 Onthe Home tab, in the Arrange group, click Week to change the view.
3 On the Home tab, in the Arrange group, click Work Week to change the view.

Notice the slight difference between the full week and the work week. Using the latter view allows work
days to display larger so you can focus on appointments for these five days only.

4 On the Home tab, in the Arrange group, click Day to change the view.

5 In the Data Navigator, click the day one week from today’s date.
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You should notice how the date navigator still shows today in a darker box than the new date you
selected. If you see a tab on either side of the calendar view, this indicates there are appointments
previously set up in the calendar. You can use these tabs to move to the previous or next appointment
in the calendar.

Click in the 2:00pm slot, type: Seattle Office Updates and press (Enter).
Notice the meeting is set for the default 30 minutes.

Point at the bottom border of the appointment and drag down to change the end time of this meeting
to be 3:00pm.

Now try moving it to another day in the month.

8

Point at the colored bar at the left of the appointment and drag to the following Tlesday from this
date in the Date Navigator.

The appointment now displays with the new day and in the same time slot as pireviousty.

Now create a new appointment using the Appointment window.

9 On the Home tab, in the New group, click New Appointment.
10 Using tomorrow’s date, type in the information as shown in the following:
Updale Lo Oilice 365
tiar Lyne Meeting
Tue B/%/2003 TE| | 1500 FM
Tue 862003 o 130 P
Take alook at the changes to Office 385, Most of the colpmatids Sinitar to previous version but need to check SharePoint Team
Sites to ensure nothing lost in the software upgrad
|
11 On the Appointment tab, in the Tags aroup, click Categorize and click Network. Also in this group, set
the priority to High Importance.
12 Click Save & Close.
E Lipdate to G0 aS; Lyne meeting
13 Return.to the date you used for the first appointment regarding Seattle Office Updates and then
double-click the meeting to view it in a separate window.
14 Add Reom 5 to the Location field. Then on the Appointment tab, in the Options group, click
Recuntence.
15, Set the frequency to be every two weeks, starting from this date and with no end date. Click OK and
then click Save & Close.
Note the Calendar Tools, Appointment Series tab appears with Recurrence selected.
16 On the Date Navigator move to the next month and drag to select the 15" to the 17"
17 Then in the calendar view, click in the 15" date and drag to select the next two days. Type: Worldwide
Travel Trade Show, San Francisco and press .
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THURSDAY FRIDAY SATURDAY

16 17
Workdwide Travel Trade Show, San Francisco 4

You have now created an event for these days. You can edit the event by double-clicking the
appointment box.

Now try creating an appointment from a message.
18 Click Mail from the Peeks Bar and then click the Sent Items folder.

19 Select the latest message you sent to Nick Klassen regarding the budget for the new proposal and
drag over the Calendar icon in the Element Bar.

B d ¥ Buisged fot New Propossl - Appointmant ~

“ AFPOINTWIENT SERT FORMAT TEXT REVIEW

ZX P BWs t [ o zZEe o G

I Es Scheduling
Save b Deiste Copy fo My o Lyng hierting Imvie 15 minites B T 8 Categaii-r
Closs Calendar Mesting Iotes Aftendees

Letwaitd Fervew Ly Meeting  Mesling M. | SHendes Dilubsit . &0 Pt A

Budget far New Prapasal

5 g Fri 877010 LS R - Ll gay EvEr
Fi 82003 T8 1000 &M

From: Andrew MeSweeney amewe s neyEtolsns. s i

Sent; Tuwesday, July 30, 2003 11:28 AM

Ta Nick Klassen [pklaxsen@Etolann, oom)

e ‘aboutros@tolanc.com’; ‘amcsweensy S o ladoom!

Subject: Budget for New Praposal

We need o meel 1o discuss e leasibility of Idoew UL oroposed Tor next Spnng. | have drafled a preliminany budget
thai we can use o break down the fuligasts and Betential favanue Tor this propesal

20 Type: Lync online in the Location field, change the start time to approximately an hour from the
current time, and then click Save & Close.

21 Click Calendar to return to this element and then look at the calendar to see whether it contains a new
appointmerit for thé Budgel iriessage.

Hint: You can also point.atdhe Calendar in the Peeks Bar for a quick glance of appointments scheduled for
the current date.

Change the time increments to increase or decrease the number of slots for appointments.

22 Right-click the time bar and click 15 Minutes.

1

Budget for New Proposal
Lyme anline

154
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Even though the view is now larger, you can enter more details for appointments, such as a hair salon
entering client names and the services to be provided or a medical office receptionist who enters
details on why the appointment may need more than 15 minutes.

23 Right-click the time bar and click 60 Minutes - Least Space for Details.

- Budgel for New Proposal: Lyn online

If you don’t need to see the details and want to allocate an hour for each appointment, this view can
be useful to manage your appointments.

24 Right-click the time bar and click 30 Minutes to return to the default time frequency.

Sending Meeting Requests

Objectives 3.2, 3.3
Meetings are similar to appointments, except that they invoive othicr participants and affect their calendars.
You can schedule a meeting to occur on-site or off-site via an invitation sent automatically to all meeting
invitees.

Invitees can respond to the message by cheosing Accept, Tentative or Decline. If the invitee chooses
Accept or Tentative, the meeting is scheduled i his or her calendar. Responses from the invitees are tallied
in your meeting request on the Tracking Page:

You may need to reserve certain.s€sources.for your meeting, such as a conference room or audio-visual
equipment. These resources can . be set up and made available by your organization’s network
administrator or someone with adminisirative rights for managing Outlook on the network. This allows you
to reserve the resouices directiy in Outiook when you schedule your meeting.

Scheduling a Meeting
Use the Meeting option to plan meetings, invite attendees and reserve resources using one of the
following miethods:
e Onihe Appointment tab, in the New group, click New Meeting; or
o press (Cul+(shif)+(Q) or
»  right-click the calendar and click New Meeting Request; or
« create a new appointment and then, on the Appointment tab, in the Attendees group, click Invite

Attendees.

Note: If you share calendars with others, click New Meeting with All from the New Meeting command to
schedule a meeting automatically with these people.
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BEIH % ¢ + + = Untitled - Meeting
MEETIMNG = DNSERT  FORMAT TENT  REVEW

x i rl.:l.. [i‘? = @ EE D Meuy | Recumence I

Delete CopytoMy 3 . Appointment Scheduling  Lymc  Medting  Cancel 8 [Sminster  +| @ TimeZones CoMe
Calerdar s Meeting Notes  Invitation E:I T .
Ardiang Show Lyne Me...  Meeking... ARtendeet Diptigns M

D) e havert sant this rmssting irvatation yet,

From = _| Andrew MiSweeney

=3
To... |
Send : -
- Suabpest
Location |
Stait time ani! E (500 AM =[] Al day tvent

L

Emdtime  |F

Q

You can use the Address Book to invite attendees instead of typing the na s option, you can
specify which invitees are required to attend, have the option to attend or not, as what resources
are required for the meeting, such as a projector, boardroom, executive @ssistant, or consultant.

Search: 8 Mame only | More columns  Address Book
| | 6o | Contacts - Andrew McSweeney

[ Mame Ditplay Hame

Abigail Colby [ataibyStslens tom

|| e Albert Lee
& alistair Carrington
= Amar Boulros

& Andrew Mcsweeney
| | & Baradoch Brochanon
& Blaar Miller

4% Boardroom

& Erittany Cooke i beaoke@toling.com

- € Guanzon q tgranzenBtoline com

alistaire® hikeryway net
Amar Boutras [aboutrastel

& Christie Akira cakira@tatano.com
s Curtis Gorski cgornkiEtolana.cam
= Danied Inex dinex@talanc com -

h ing button in the Show group of the Appointment tab to display a grid showing invitee
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To add people as invitees, use one of the following methods:
e Click To, and in the Address Book, click the names &nd then click the appropriate attendee button; or

e in the Scheduling window, click Add Others andl then click Add from Address Book to select the
names there; or

e type the names directly into the blank fields in the All Atténdees list.

If you are connected via an Exchange server, each name on the list will display bars to show their
availability to attend this meeting;-use the color legend near the bottom of the meeting invitation to
determine their availability. For instance, a blue barindicates the person is busy and would not be able to
accept a meeting request for this time, whereas a bar with a pattern would indicate free time or a possible
conflict where the invitee may £hcose tc accept your meeting request instead of attending the other
meeting as an optional attendée.

To switch to the appointmient invitation, click Appointment in the Show group. Alternatively, you can click
Send to send the invitations 101 this meeting to the listed attendees.

You can then use the feattres shown in the Meeting tab to specify details for this meeting, such as
scheduling the location of the meeting to be an on-line meeting, or adding a category for the meeting.

IMSERT

x _...:. . ™ [l -

FORMAT TEXT REVIEW

- i e [ ; o i
E""*-' m;: . 2 By = ¥ Recutrance §l=
. A= | | [}
e
e N VI Forweeg = Appaintmant SETRSEERG e Meating Canell oy 15minutes = I TemeZones ~-Wegones
endh Meeting Motes Frvriation = . -

LR Lyne Meeting Meetng Mot AFtemdeen Diptiar - Tag Izam

Onee an appointment appears in the calendar, you can point at it to view details, as shown:

Revised Haunted Tours - Europe

Status Update Meeting
Start: 3077013 10:30 AM
End:  ZLUT/01F  11:30 AM

Start; 28/06/2013 0P

Organizen: Andrew Mcweeney Ernd: BiA
Location:  Lync - onkne mesting
Reminder; 15 minutes Reminder: Mone
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Using the Scheduling Assistant
Objective 3.2

The Scheduling Assistant appears only if you are connected to an Exchange server. This feature is similar to
using the Scheduling command except that suggestions for other times and resources instantly display for
you as the Exchange server seeks and matches this meeting request with the invitees’ schedules.

A feature called Room Finder also becomes available where you can determine which location or resource
to assign with the meeting. This command is also available in the Options group of the Meeting tab once
you activate the Scheduling Assistant; use it to turn the feature on or off.

E 3% T - Untitled - Beating i1 -
MEETIMNG ESERT FORMAT TEXT REVIEW
[E— | e 't o .
x ER Calindar = E"—b w ] el 1T |43 Recurence ki
1 = | ol iy Y ! B Timasibaas L L
Diedete £ Forward - Appaintment Scheduling Lyn< Meeting Cancel "”T ) Ty—— ; © GinIe
Bagictant Mesting Mited Irvitstson =l SREOm b
Acticn ShEw Lync bt  Meeting M AitendEes Optians T feom = -~
i5am 100% - BE@Pm Finder ~*
S 1600 1100 LE00 P 100 00 0 400 500
B an amendees I 4 August 2013 b
. @ tckiazen Su Mo Tu We Th Fr %a
b G Andrew Mcheeergy 1 213
4 5 6 7T 8 910
i1 12 13 14 15 16 17
819 NN 2 BN
5 N IraE B NAR
Good Fair [ Poo:
I Choode an Feailable room
Hane
1 S Suggested fimes
Add Attendees Cplians - G T Thu &1 5001 M isama = B0 AM - 700 AM =
Add Raame End N 215013 FE 230 PM
w30 AM - 730 AM
BWEusy ¥ Tentative O WaorkinQ@tewhere 5 Ho Indarmatear Jutside o working haur ' ; =

These rooms need to hiave been set up previously by the network or Global Administrator for your site. As
with the scheduling calendar, you can identify when invitees may have another appointment that conflicts
with your meeting request. Make adjustments to the appointment start or end time by dragging the
appraopiiate line of the appointment.

Tracking Responses to Meeting Requests

Objective 3.2, 3.3

When you open an invitation to a meeting, you will see the following buttons on the Meeting tab with
which to respond to the meeting invitation:

v ?7 X 58 ¥

Acceptl Tentative Decline Propote Bespond
= = Mew Time =

Respond
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As noted previously, if you choose Accept or Tentative for the meeting, Outlook schedules it in your
calendar. If you choose Propose New Time with the proposed date and time, Outlook also schedules this
in the calendar until the meeting is accepted by the meeting coordinator, or changed or confirmed by
other attendees.

When you click the arrow for one of these buttons, you see the following options as shown in the first
image below; these buttons also appear in the Reading Pane above the message (second image) with the
same menu options available when clicked.

v Accept = . o
=

v & Riesg W' Accept w P Tentatwe » X Decline » 5] Calendar

If you open the meeting request, you can also use the Respond feature in the Resnond group te crioose to
send a response without first making a choice for the meeting. This is useful4f you want maore information
on the meeting before deciding to attend or perhaps want to invite someone else.

As you receive replies to an invitation, Outlook tabulates the results and tracks responses. To view the
tracking results, select the meeting and then use one of the following methods:
¢ On the Meeting tab, in the Attendees group, click Tracking; or

e open the meeting and on the Meeting tab, in the Show group, click Tracking; or

E. Hame Attendence Response
1H_ x;ﬁ':'__ﬂ:':c-ﬁa-&;-'.--';:ﬂ:;;-:: Meeting Qrganizer A = -ITun-g
) Lawrenice lang (hang §tolano. ¢ Required Attendee Mone
¥ Kashenne Vil (odking S ety Required Attendee Hang
W gk Klageen (nidascen Siolane, Oplicnal Altendee Mane

e open the meeting and view the information bar above the meeting invitation information.
ﬂ Attendee responses: 1 accepted, 0 tentatl BCCoy 0 o ed

You also have the option to forward. a meeting request to someone else if you want another person to
attend the meeting. When that person.responds to the meeting, the response is sent to the meeting
organizer and not you. You will neéd to add a short message to the invitation if you would like that person
to respond to you and not the meetiiig organizer.

Making Chainges to Meetings

Objective 3.2, 3.3

Occasionally, you may have to make changes to a meeting date, time, location or list of attendees after it is
schedulédh. The originator of the meeting may make these changes or an invited attendee may propose
date @nd time changes. When a change is made to the details of a meeting, Outlook can send a notification
of these changes to the proposed attendees.

You can easily update the attendee list by adding or deleting people or resources. If you have forgotten to
invite.someone to a meeting, you can update the attendee list. If someone is unable to attend the meeting,
you may want to invite an alternate to the meeting. You can send an update notification to all attendees or
just to those you have added or deleted.

As the originator of a meeting request, you may sometimes need to reschedule it. You can change the date
and/or time of a meeting by editing it on the Meeting tab, or by using the drag and drop method directly
on the calendar.
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When you reschedule a meeting, you should notify all the invitees so everyone is aware of the change.
Outlook will handle this for you automatically unless you select otherwise.

- s—
Microsoft Cutiook e —

The time of the meeting has changed
Cheose one of the following

& Save changes and send update

Don't save changes

[ o 1 Cantel

Cancelling or Deleting a Meeting

Objective 3.2
If you schedule a meeting where responses have been received, but the meeting is no ionger needed, you
can send a cancellation notice and have Outlook remove it from the calentar. You can simply delete an
appointment in your calendar to which no one else has been invited.

To cancel a meeting with requested attendees, use one of the following methods:
e On the Meeting tab, in the Actions group, click Cancel Meeting; o
¢ right-click the meeting and then click Cancel Meeting.

Hint: If you are the meeting organizer and choose to delete the meeting from your calendar, the
cancellation notice also appears.

A message opens with the attendees listed in the To ficid and you can now send an appropriate message.

0 The cancellation has net bean sent Tar this mesting. Click Send Cancellatic wadat rting atienders.

Netwark

Send Ta Hick Slazzen (ridazsen Stolang, S0l D S s i lare, com
Canceiiation

lapdate o Office 365

Lime Mesting
Tha 82000 % 3 100 PR . oy seen
) Brraiing =1 (10 PM

If you do not send a cancellation notice, the meeting is deleted from your calendar only and you will need
to contact the invitees to ativise them of the cancellation.

You can delete a recurring appointment in addition to single occurrences; x m , </

once you.activate the Delete feature, you can then select how to notify the S - S - »
helete Forward Viestinig Accep

attentlees: o . Motes it

Lcurmense

Natice that.you can choose to delete this one occurrence or the entire series.

Appointments entered for your own calendar do not impact anyone else’s g
calendar and therefore can be deleted directly to the Deleted Items folder. Jo Nt Send & Responze
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Using Meeting Notes

Objective 3.3

During your meeting, you can start the Meeting Notes command to take notes. When this command is
active, it opens OneNote with a blank notebook for you to begin entering information from the meeting.

! g Motes E.s

vieeting

Share notes with the meeting

.4 Take notes an your own

CLOSE

These notes can be shared with others in a shared notebook on your network or, it préferred, you can enter
notes for your own use in OneNote.

® Learn the Skill
In this exercise, you will make changes to ari existing meeting. In these exercises we will use

— people from Tolano as part of the demonstratiori. Please select someone from within your class,
as directed by your instructor, to send and receive meeting requests.

1 On the Home tab, in the New group, click New Meeting..On the Meeting tab, in the Attendees group,
click Invite Attendees.

2 Click To and in the Address Book, select Ji Mai Kiri and Lawrence Jang. Both attendees are required
to attend. Then click OK.

3 Type: Seattle Projects as the Subject and type: Boardroom for the Location.
4  Set the Start date to next Tuesday, starting at 8:30am and ending at 9:30am.

5 In the meeting notes box, type the following:

Agenda
1. Ongoing prajects
2. New proposals
3. System requiremients
4. O'lice requirerients

6 Send.the meeting request.

Edit the meeting as you now realize it should be a recurring meeting every Tuesday.

7< Click next Tuesday’s date on the Date Navigator and when you see the meeting, double-click to open
it.

8 On the Meeting tab, in the Options group, click Recurrence.

9 Set up the meeting so it occurs every Tuesday at the same time and with no end date. Click OK when
done.

10 Click Send Update.

11 Open the meeting for the Update to Office 365 (should be set for tomorrow’s date based on an
earlier exercise in this lesson).
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12 On the Appointment tab, in the Show group, click Scheduling.

13 Click Add Others, click Add from Address Book, and then add Nick Klassen and David Singh as
Required attendees (in the classroom select the person to the left and right of you) and click OK.

14 On the Meeting tab, in the Show group, click Appointment and then click Send.

You have just changed an appointment set up for yourself to now include two other people required to
attend.

15 Create a new meeting inviting everyone in your class to meet in about 30 minutes from now to_discuss
when you might take the Outlook 2013 certification exam. Set a reminder for 15 minutes befcre the
time and apply the Admin category. Click Send,

r
Microzofit Cutiook

Do you want ta send this meeting
requeest withaut 8 location?

[ Dontsend | [ sendanyway

RS

Outlook has detected that this is a meeting where others have been invited but no location was
selected. This serves as a reminder in case you forgot to select & location for the meeting; in this case,
we want to discuss which location we will use to take the-certification exam so you will ignore this
prompt.

16 Click Send Anyway.

17 Switch to the Mail element. When you receive the meeting inivitations, accept at least one request and
decline the other. If you have a third meetingdnvitation, propose a different time for the meeting.

Note: It doesn’'t matter which meeting you actent or deciine. The purpose here is to identify the different
icons that appear when an action isactivated for meeting requests.

18 Review the icons in the Inbox list to idertifywhich meetings have been accepted and which have been
declined. Depending on the ntimber of meeting requests you have, you may not see any action yet for
a meeting request.

Now try deleting a meeting in'the calendar.

19 Click to seléct theSeattic Projects meeting and then on the Home tab, in the Actions group, click
Cancel Meeting (or press (Delete)).

r L
Confirm Deléte E
you want to delete all

i - pences of the recurring
apy ment “Seattie Projects”, or
ust thiy oneT

Delete this gooummence.

Delete the peries

[ oK J Cancel

4

If you selected the Cancel Meeting command, you would see the drop-down list for Cancel meeting,
whereas if you pressed the message box appears.

20 Click Cancel Series or, Delete the series and click OK. Then in the Seattle Projects window invitation,
click Send Cancellation.

As people accept the cancellation notice the meeting will be removed from the calendar.
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21 Double-click the meeting regarding the Outlook 2013 certification.

You should see responses at the top of the meeting invitation, directly below the Ribbon.

22 Close the meeting.

Customizing the Calendar Options

Objective 3.1

The Calendar Options can be modified to change the default reminder time for appointments, work'days or
work start and end times. For example, if you work Monday to Thursday, you may wish to€et those days as

your work week.

You can choose a background color for your Calendar to help identify your working hotirs and free time as
the working hours are displayed in a lighter shade such as white. If you have the option to.display multiple
calendars; setting different colors for the calendars helps identify which calendar you are viewing.

You can change all the above settings in the Outlook Options dialog box for the Calendar. Click File, click
Options, and in the panel at the left, click Calendar.

-
Outiook Cptions

Calenids
People

Work time

-

>

Change the seitings for calendars, maetngs, and time 205

Work time
Wark Reur:
SEart tirme B0 AM | w
End time: 500PM ||
Wark wesks Sun ¥ Man (90 Tug [ b [¥] Thu W Fa Sl
First day of wesk: E.lmdu;, _|
Firsh wetk of Stadls O land N
Calendar options
Tty ¥ Defauli@em@ae: W Moutes | > |

| ARpw Slenfiees IO eopote mew tames for mesting:
W thib recpanih swhion proposing a néw mesting time: 7 Tﬂ'—1d‘!i‘:l‘?
i hotiey's to the Calendar | Add Holsdays...
Changeihe prerrnisseons for viewing Free/Busy informatione | Free/Busy Options..

Ernakle an shermate calandar

| When gending mesting requests outside of your crganization, use the Wlalendar format
Shoa bell icon on the calendar for appoéntments and meetings with reminders

[ QK ] Cancel

Selects the days or times you want to show for the Week or Work Week views, as well
as sets days other than the default ones shown here, such as your week starts with
Monday instead of Sunday, or you work Tuesday to Saturday.

Calendar
options

Sets default options for items in the calendar such as the reminder time, adds
holidays for your country or another country or shows an alternate calendar.

Display options

Chooses the default calendar color or chooses to display week numbers in the
calendar, or options to display when in Schedule View.

Time zones

Sets your time zone or adds a second time zone to the calendar. This can also be
activated by right-clicking the time bar.
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Scheduling Sets how details appear when you schedule a meeting invitation using Schedule

assistant View.

Automatic Selects options to automatically accept or decline meeting requests, such as accept

accept or all meeting requests and remove canceled meetings, decline meeting requests where

decline a conflict may occur with an existing meeting, or decline recurring meeting requests.

Weather Sets whether to display the weather on your calendar for your location, and if the
temperature should appear in Celsius or Fahrenheit.

All these options can also be activated from the calendar view by right-clicking in the calendar view or on
the Calendar folder in the Peeks Bar. For instance, to change the default color of the caiendai| right-click
anywhere in the calendar view and choose Color from the shortcut menu, or right-click the Calendar {older
in the Peeks Bar to click Color.

You can change the default amount of time for reminders in the Outlook options and this setting will be
reflected in each of the Outlook elements. Click File, click Options, click Calendar and then, irn-the Calendar
options area, click the arrow to display the list for Default reminders.

® | ecarn the Skill

In this exercise, you will make changes to the Calendar display.

Click the File tab, click Options and then, in the panci at the left, click Calendar.

In the Work time area, change the start time to be 9:00ain.

1
2
3 Inthe Display options area, click the Default calendar colerbutton and then click a color.
4 Set up the time zones and temperature appropriately for your location.

5

Click OK to accept these changes.
Your calendar should now have these changes applied.

6 Return the options to the original settings.

Working with Otiier Calendars

Objective 3.1, 3.2

One benefit of using Outlook to manage your appointments and meetings is that you can share this
information.with others, ¢ither individuals or work groups. In order to see current information, the calendar
needs to be active — in other words, the person whose calendar you are sharing needs to be logged in to
their account so you can see any changes he/she might make in his/her calendar.

To.view a calendar with someone else, on the Home tab, in the Manage Calendars group, click Open
Calendar and then select the option needed for the new calendar.

‘ —_— s
£ 1 B-
Open  Calendar E-muaml
Calendar= Groups=  Calendar
g From Addieis Bool

ma O Chared
4 I [
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From Address | Selects the contact from one of the address books available to you.
Book

From Room Selects the resource from the list of rooms that may have been set up for your facility.
List This is usually set by the network administrator when setting up the Global Address
Book, to allow sharing of a room and its resources to be viewed by anyone in the
organization. For instance, this list is very helpful when the main Boardroom is
scheduled for three different meetings during the day. You can then check the calendar
for this Boardroom to see when the room may be free to schedule a training session.

From Internet |Enter the web site address where the calendar was published online. This«is useful when
you want everyone to see appointments on the calendar from a central iocation;
however, no changes can be made to the published calendar unless you are the owner
of that calendar. For instance, a coach may post a monthly calendarl ietting all teami
members and their parents see when the next game is and atwhieh location.

r - e
Mew Internet Catendar Subscription LT S

Enter the location of the intermet calendar you want to add to Outiooic

Examplé: webcal A dnample com)/calendary Calendaricn
Cancel

L

Create New Creates another calendar for your use&uch as one for a specific project or event that is
Blank separate from your main or daily calendar.

r |2 f
Calendar Create New Calendar Group B e 41

Type a name for the nesw calendar group

Open Shared |Opens a calendar that soimenne has shared with you. Before you can share someone’s
Calendar calendar, he/shemneeds to.give you permission to view the calendar. Depending on the
relationship, you may also be given permission to edit that calendar.

To share a calendar with sameone, use one of the following methods:

e On the Home (ab, in the Manage Calendars group, click Open Calendar and then click Open Shared
Calendar; or

e right-click My Calendars in the Navigation Pane, click Add Calendar, and then click Open Shared
Calendat.

i |
Cpena Shared Calendar S5

Ham:

Cancel

L

Type the name of the person’s calendar you want to share, or click Name to choose it from the Search
Name: Contacts window.
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o Y
Select Mame: Contacts m
Searchc @ Name only | Moire columnt  Addness Book
Camails - amitweaneyEtolana. com - Advanded Find
| Mame Ditplay Mame E-mail odress |
Apigall Colby Andgad Colby [Mofy@iodano. com)  Acolbydtolana, com &

o Alert Les Albert Lee (slee@etiquettecouncil . ales Setiquetteccunalng
s Alttair Carringlon alistair e ik éreveay.net alistaircfhakcersway.net
aa Amar Boutros Amar Boutros ipboutros@tolano.c. abroutros@tolang.com i
& andrew Mciweeney Andrew Moiweeney [amosweeney... amosweeneyStolana.cam
& Basadoch EBrochanon bheochanond greenioletadventin... bbrochanoni@greeniobetadeeriy
:., (BLaar RAiller Eilmir hhiled mmilled S10lans.cam| Demitl er @t olang,. com
& Beittany Cooke Brittany Cooke brookeStolansg, co... boookeEtolsng, com
& - Gusnzon E. Guanzan [gguensenPloling o, ggusntenloling com
& Christie Akira Cheistie Akira (cakira@totano.com)  akirn@tolane.com
:.. Curtis Gorski Curtis Gorski [ogorski@tolanoucom]  cgorski@tolano.com
= Danigl [nex Craniel fnex {dsnexStolsno. com) danex St olsno. com
s Davd Sngh Dawid Singh [dsingh@tolano.com)  deinghtolanc.com
: Edveard Tanaks Edward Tansks [stansks@talans .. stansksBtolsns. com
; Frances Makamury Frances Hakamurs [fnaksmura@tol.. fnakssura@tolanc.com
& Heidi Anderion Hewdi Anderion handerien@tolan.. hinderion@tolane.com |
& Heidi Krause Heidi Krause krausedtolano.com)  hiauie@tolsno. com =1
4 i b

[ ox ][ canes |
You can change the Address Book to find a contact name such as usirig thie Global Address Book instead of
your list of contacts:

— \
Select Narmes: Global Addess List e
Seaichc '@ Mame only | Mode cobumni Address Book
Global Address List - nkfassenStolano.onl = ACancE Fing
| Hame Title : Bugineis Fhons Location |
| Ansow Mchweeney Trawel Datecton 044550070 Zil
& Carglyn Stevens Office Manager 65553000
Canference Room A XALEREN 12 Rm 218
Conderence Room B 205 RGN Fim 229
Large Conference Room 2065553111 Bm 214
& Mick Klssen Wige President 917 5554321
s Filip Henderson
'I'i.'-'hoj:rtm-l
L] m ’ ]
Anieey MeSufesn ey (meswes e Etolin g Limirotolt. coml
T
[ Bk = ]
ok | [ canest

L o

Notice in this instance the network administrator has set up different resources as part of the Global
Address-Book so.anyone who needs to book a room or equipment can select it for their meeting request.

Sharing Your Calendar by Email

You can share your calendar with others even if you are not connected to an Exchange server. To share a
calendar, you can choose to email a copy of your calendar or publish it to a specific server where others
can sign in to view the calendar.

To email your calendar to someone else, use one of the following methods:

e Onthe Home tab, in the Share group, click E-mail Calendar; or

e right-click the Calendar folder in the Navigation Pane, click Share and then click E-mail Calendar.
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‘Send a Calendar via E-mail

Specdy the calendsr informatian you want ta incuds,

Calenast: [ calendar. x|
Maon G8/07/2013

Batal Awaitability onby
Time wall Be shown as "Free," "Budy,” Tenlalive,”
“Wiking Elsewhere,” o “0ut of Oifice” i

|7} Shaw time within my working howr only et working houry

fammest (mmans]

Choose which options you want in the shared calendar prior to sendin
OK, the following screen appears with the calendar as shown here:

Q you click

BH®S O+ + = Andnew M Sweeney Calencdar - Mexage (HTHL) T Mo="0-X
MESSAGE | INSERT OPTIONS  FORMAT TEXT RENTEW
= L ey rra IR T & Fallow Lip =
B, caln scmm-[u L R =S . |“!‘E% [_l!] r d O\
2 Copy ' A% ! Highlmportance
Paste ) a1y ¥-p E==Es MmOk Zoam
- Format Painter __ onbhok Book Mam: % Low knportance
Chpbanrd ] Bk Text Tags G Znom A
To.
=1
Ce-.,
seng | -
I— . 1T 1115 ]
Atached
rscay, August 08, 2013
acilic Time [US & Canada)
August 213
Sai a0 Ju we I EL Sa
121
4 5 8 1 B 50
1112 13 14 15 16 17
im 19 PO Ft 23 23 14
15 ¥ 37 34 70 80 53
L I Tenmative []Free
[ Ot of Office [l Working Baewhere [] Outsiste of Working Mours. -

If the time span for the calendar has no scheduled appointments, Outlook displays a message, giving
ou the opportunity to reset the appropriate dates for the shared calendar.

A

Cutiook

Microgoft
Thie calendar “Andrew MeSweeney” you are saving does nat contain any sppaintments during the spectied date range:
Wied 8/28/2013 through Sat B/31/2013. Do you want to changs the date ange or confinge?

[[crangenates.. | | conmue | | camem |

Wag this information helptul?
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Publishing Your Calendar

You can choose to share your calendar by publishing it to a web site that others may access by signing in
and viewing your calendar.

To publish your calendar use one of the following methods:

e On the Home tab, in the Share group, click Publish Online, and then click Publish to WebDAV
Server; or

e right-click the Calendar folder in the Navigation Pane, click Share and then click Publish to WebDAV

Server.
I ™
Pubfish Calendar to Custom Server pt e
Pushlichang: Andrew hicSweeney Caléndar
Lmakizne
Exsmple: hbtpe/ v sdakum. cam calendsrs
Time Spar @ Previoul | 30 Days w | through nest |60 Dayi -
Detail H Avaltability cnky
I Time wll be $ivowr b3 Free,” Budy, '
i Tentative,” “Working Elewhere,” of "0t of
I Oflice”
Shiow time within my working hours anly  Tel warking hour
Advanced... | (2 Cangei
\ =2

You can now enter the web site where the calendarwill be published and determine how much of the
calendar is to be shared.

Understanding Calendar Groups

You can display or hide other calendars in‘the Navigation Pane, as well as create a calendar group for those
calendars you view frequently. If you have set up Outlook to view multiple calendars such as for colleagues
involved in a special project or for.personal contacts, a calendar group enables you to organize these
calendars. A calendar group can include Internet calendars, SharePoint calendars, or resources set up for
everyone on this network.

You can create a calendat group using one of the following methods:
e Select the names from an address book or list of contacts; or

e save the calendars eurréntly in view with a new group name.
To create a new calendar group:

e Click the Hame tab, in the Manage Calendars group, click Calendar Groups, and then click Create
New Calendar Group; or

e o right-click My Calendars in the Navigation Pane and click New Calendar Group.

r - -
Create New Calendar Group U j]

Type a name for e rew calendar group
|
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Adding a Calendar to your Calendar

You can then select the names from the Address Book in the same manner as if you were addressing an
email. Once the individuals are chosen as Group members, Outlook displays a calendar for each individual
on the screen.

To add a calendar, use one of the following methods:

e On the Home tab, in the Manage Calendars group, click Open Calendar and click where you will be
adding the calendar from; or

¢ right-click the My Calendars folder (or a custom calendar group), click Add Calendar and then click
where you will be adding the calendar from.
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- Use the ¥ to view the Calendars side by side or in an overlay layout; you will need to do this for
each calendar you want to oveflap. As each calendar is in a different color, you can quickly see the
appointments fof eachi person in that corresponding color.

- Use the " to show a portion of the calendars individually.
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the Navigation Pane. Alternatively, click the x for.that caieridar

To show or hide individual calendars in the calendar group, ciick the checkbox for the individual in

To hide the entire calendar group, click the checkbox to the left of the calendar group name.

To change the color of an individual calendar, right-click that calendar, click Color and then choose a color.
Notice how using colors can be helpful in identifying the calendar you want to view.

To add a calendar on an Exchange server, use the same process as noted previously. The difference is that
you can click Share Calendar from the Share group ©f the Home tab. The Share Calendar and Calendar

Permissions command will be greyed out if you are not connected to an Exchange server.
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Lesson 4 Using the Calendar

You can then choose how much of your calendar you want to share with the recipient using the Details
field:

th awnilability onty - |

|Awailability anky
Limibed defaals
Full details

Note: The Calendar permissions feature is covered in Lesson 6 where you will explore how to delegate
access to other people to edit your calendar.

Creating a Blank Calendar

You can create a blank calendar for various purposes such as to print a blank month to enter ali your social

activities, or for people to enter their name to book a location or resource. To create a new blank calendar,

use one of the following methods:

e On the Home tab, in the Manage Calendars group, click Open Calendar and then Create New Blank
Calendar; or

¢ right-click the default calendar in the Navigation Pane and click New Calendar.

~
Create New Foldes et |

Hame:

| Falder comtaani:

Calendar Bems |=1 |

Sedect wihere (o place the Tolder
@ 3 amciweener@iolans.osm -

Inda )

1 DOrafty
Sent Rems
Deleted ems

7| Cadendar

£ ] Contacts

%, Murnal

=y bunk E-mail
Hotes

1 Oulbex : | |

[ox | sricey
G =2 9
Enter the name for the new céalendar and then click which items you want included in this calendar.

Leanfi the Skill

‘ In this exercise, you will open and share calendars with other people in your class. If you are not
on a network or o not have access to an Exchange server, review the steps in the exercise so
you are aware of how you might add or share a calendar.

1 Right-click the My Calendars folder in the Navigation Pane. Click Add Calendar and then click From
Address Book.

2 Select Nick Klassen (or the person to your right in the classroom) and then click Calendar. Click OK.

4 |w| My Calendars

¢ Calendar
< MNick Klxisen (nldascengd..

3 On the Home tab, in the Manage Calendars group, click Calendar Groups and then click Create New
Calendar Group.

4 Type: Seattle Office as the name of the new calendar group to view calendars for the colleagues in
this office, and click OK.
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5

Double-click Lawrence Jang (or the person to your left in the classroom) to specify his calendar to
add. Click OK.

In the Navigation Pane right-click Seattle Office and click Add Calendar, click From Address Book
and add Ji Mai Kim’s calendar.

4[] Seattle Office

| Lawrence lang (fang@t..
< i M Kiim (jonddeniPiola

Click the 4 for Nick Klassen to place his calendar over the first calendar.
Repeat for the other two calendars.

Notice how you can still identify whose calendar to view using the different colors for each calendar.

Note: If you see a message similar to o> could not be updated | this is an indicator that you afe not sharing a live
version of the calendar as if you were on an Exchange server.

9
10

11
12

Click Nick Klassen under My Calendars to turn off the display of this calendar.
Right-click Ji Mai Kim’s calendar and click Delete Calendar.

Remember that you are only deleting the display and sharing of .thic calendar on your screen; you are
not deleting her actual calendar.

Repeat step 10 for the remaining two shared calendars.
Right-click the Seattle Office calendar group and click Detete Group. Click Yes to confirm the deletion.

Only your calendar and the Date Navigator appear in thie Navigation Pane. If you used the Andrew
McSweeney data file, his calendar may also appéar,

Printing the Calendar

Objective 1.3

As with messages, you can print items from the calendar. Outlook provides a number of layouts that match
printed organizers so you can ingert the printouts from Outlook.

To print an appointment or event, seleat it in the calendar, click the File tab, and then click Print.
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Outlook displays a preview of the appointment using the default style. You can click a style in the list to
preview if you use a different type of organizer.

Print

=3 Aeen Bo e prinbed and
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Use the middle panel to set up what is to be/{oririted and from which printer. Click Print Options to set
the printer options and choose which attachments to print with this appointment. Notice how you can
hide the details of the appointment, if you don’twant these to be printed.

P
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e Use the panel at the right to preview how the message will print and use the three buttons at the lower
right to change the view.

One Page

Actual Size Multiple Pages

e Use Settings to select the print style for the appointment. You can also set the range of dates to print
as well as whether you want to print several appointments or events from the calendar.

® | earn the Skill

In this exercise you will print from the Calendar.

1 Select one of the meetings in your calendar.
2  Click the File tab and click Print.

Notice how the daily view lists the meetings for that day and also ificludes an area to list any tasks you
may have outstanding to this date.

3 Click Weekly Agenda Style to preview whether this style is‘@ppropriate

4  Continue clicking each of the styles to preview which style you may prefer for the printed copy of the
calendar.

5 Try using the zoom feature to zoom in and out-©f the calendar styles.

6 Print the meeting using the calendar style you prefer.

Lesson Summary

In this lesson, you learned to composé, send, receive and view email messages. You should now be able to:

M change the calendar view M invite attendees and track the responses
M create and edit appOintments M determine available meeting times

M set reminders M make changes to or cancel meetings

M create recurring appointments M create a calendar group

M schedule single- and multi-day events M show or hide calendars

M schedule meetings M print calendars

M ~custoiize the calendar options
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Review Questions

1. Describe how you can view three months on either side of the current month.

2. Explain the difference between a meeting and an appointment.

3. How can you change the time interval for appointments?

4. How can you view a summary of who has accepted a meeting request that you sent to a number of co-
workers?

5. How do you update the list of invitees to include another person?

6. If you receive a meeting invitation and tentatively accept it, but propose a different time to the
organizer, will the meeting appear on your calendar?

7. Describe two methods of deleting a meeting.

8.  Why would you want to change the default display of the days of a week?

9. What is the purpose of creating a calendar group? MMM

10. How can you hide an individual calendar? Ga online for Additional Review and Activities
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