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Introduction

Purpose

The purpose of this course is to give comprehensive instruction on the use
and features of the Calendar in Outlook XP. This course will cover
introductory topics through advanced topics.

Prerequisite

Students taking this course should have a basic working knowledge of
sending and receiving e-mails using Outlook XP. The Outlook XP
Introduction course is recommended but not required.

Course Objectives

In this course, students will learn to:

. Understand the components of the calendar interface
. Create, edit, and delete appointments

. Create, edit, and delete events

. Schedule, respond to, update and cancel meetings

J Use color to organize a calendar

. Utilize group schedules to track other users’ calendars
. Grant access to and share a calendar with other users
. Print a variety of calendar styles

. Customize the calendar interface and options
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Chapter 1

(®

Understanding Calendar Basics

Chapter Objectives:

Understanding the Calendar Window
Opening and Selecting Calendar Items

Understand Calendar Item Definitions

Working with the Calendar Toolbar
Using the Date Navigator
Accessing Calendar Views

Using the Day View

Using the Work Week View
Using the Week View

Using the Month View
Accessing Other Calendar Views
Using the Preview Pane

Using the Reminders Window
Changing the Time Bar

Creating Other Calendar Folders
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Chapter 1 — Understanding Calendar Basics

Overview

Outlook’s Calendar allows for easy input of appointments, meetings, and
events. Alarms or reminders can be set for these items to automatically
alert the user with sounds and pop-up menus. The calendar also
simplifies group scheduling by prompting users to send meeting requests
and automating replies.

This chapter contains the basic information and procedures for
understanding the various parts of the calendar window and terminology,
using different calendar views, and creating additional calendars.

Understanding the Calendar Window
The Calendar window is made up of three primary areas that serve
different purposes. They are the calendar notepad, Date Navigator, and
the TaskPad (which is actually part of Outlook Tasks).

The following example describes the various parts of this window:

@ Calendar - Microsoft Dutlook = O] I

- File Edit Wiew Favortes Tools  Actions  Help Type a guestion for help =

EH&EW - é w ‘-/ Today E‘Wn[kWeek waak @Mﬂnth @iﬁhedulas‘.. %;F\_nd ‘)%__“é Type g contact to find - = @ .

« Calendar .

B Dutlook Shortcuts Monday, 30 August 4 August: 2004 | September 2004 » |
anner SMTWTFS SMTWTITFS
@ 25 25 27 28 29 30 31 12 3 4 Date
12346567 56 78 91011

Outlook Taday G 91011 12 15 14 12 13 1415 16 17 15 1
1516 1718 19 20 21 <@8-au-2i22 425 NaVIgatOI‘
(—‘ 22 23242526 27 28 26 27 2829 30
e 29[ 51
C I d Inbox Cckober 2004 | MNovember 2004 |
alenaar SMITW TFS SMITW TFS L
— 1z 1z 7 Divider
notepad area 3456 789 910 11 12 13
Calerdar il 10 11 16 14151617 154250 bars
H H " 15 1920 21 22 23 2122 23 26 27
with time slots o T > 24 25 2627 25 29 30 28 2 12 3 4
@ 122 31 & 7 8 91011
Contacks 1300 [} ||TaskPad / =
_ Click. here ko add a new Task
o0 . R
. R There are no items to show in this view,
Time bar ey 14
Journal 16E -
o0
4 17"

8™

My Shortcuts

Othet Shorkcuts

0 Items

S
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Chapter 1 — Understanding Calendar Basics

The amount of space the Date Navigator and/or the TaskPad take up in
the Outlook interface can be controlled by dragging the gray divider bars.

Procedure:

1. "”" Place the mouse over a divider bar until the sizing arrow displays.

2.  Drag the divider to change the size of the area.

Tip:

. The Date Navigator and/or the TaskPad can be made to disappear by
dragging the divider all the way to an edge of the Outlook window. For
instance, dragging the gray divider all the way down will make the
TaskPad disappear. To restore any section, grab the divider bar at the
edge and drag it back to its original location.

Warning:

. When attempting to drag the horizontal divider bar, be careful not to
grab any of the TaskPad fields by mistake, as these can also be
dragged and removed.

910 1112 1514 15 14 151617 1519 20
16 17 1819 2021 22 21 22 2324 2526 27
£3 24 2526 27 28 29 2293031 1 2 3

30 1 5 6 1 — Drag here ...

O TaskPad «— «]

Click. here ko add a new Task —

... NOT here
2l | (]| Conduct an assessment survesy

|@, [1|Increase the number of students kaking class...
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Chapter 1 — Understanding Calendar Basics

Opening and Selecting Calendar Items

Two terms that will be used extensively in this manual are Select and
Open. While there is keyboard navigation available for the calendar, the
graphical nature of the calendar makes it more convenient to use the
mouse.

The following procedures describe the best methods for selecting and
opening calendar items using the mouse as called for in this manual.

Procedure: (To select a calendar item)

Place the mouse on the left blue border of the item. The mouse pointer
will change to a four-headed arrow.

1 Dﬂ%ﬁ' Skaff Projeck Meeting {Supervisor's OFfice)

Click once with the left mouse button. A solid blue border will appear on
the top and bottom of the item.

12

Pt

& Staff Project Meeting (Supervisor's Qffice)

The item is now selected. Menu commands and other actions can now
be performed.

Tip:
When selecting a calendar item, It is important to single-click the left

blue border, otherwise, Outlook will assume the user is trying to edit the
text or subject of the item, and will go into edit mode for the item.

12 oo W otaff Project Meeting

il L

Calendar item in edit mode. Notice the location has disappeared and
the cursor is visible at the left edge of the text.

© 0A316
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Chapter 1 — Understanding Calendar Basics

Procedure: (To open a calendar item)

1. Double-click with the left mouse button anywhere on the item.
OR

Click the left blue border of the item and select the File menu, choose
Open, then Selected Items.

OR

Right-click with the mouse on the item and select Open.

12 oo @ 8 Skaff Projeck Meeting (Supervisar's OFfice)
Cpen
138 T ]
= &h print
14E £¢ Reply
50 Reply to Al
1 EE ¥ Forward
1 6 E Private
Show Tirme As 3
1?ﬂ &dd or Remove Attendees. ..
Label 3
18 oo . .
- Autamatic Formatting. ..
19 oo Cakeqories...
¥ Delete

2. The item displays in a separate window.
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Chapter 1 — Understanding Calendar Basics

& Calendar - Microsoft Outlook

Fle Edit Yiew Favorites Tools  Actions  Help

Celtew - & K 57 Today @wmww\ (7] Week [T Month | (2 Schedules.., | ZoFnd % | 63

® Calendar

~ | [2) . [PreviewPane () Markas Read _

JNETES |

Type & question forhelp =

Friday, 09 December

Folder List

|
) Mailbox - 1T Training Room 7014

(Outinok shortcuts
@ Mailbox: - 1T Training Room F01b
25} Outlook Today - [Malbox - Scatt Concille 06 00

Outlook Today (% Calendar

(3 Deleted - Fle Edk Vew Iwsert Fomat Took Actons  Help
Inbox <8 Drafts
£ Inbox |~ ) 3ave and Close | [=1Sendupdate | & 1 €, | <3 Recurrence... | (Pinvie Attendees... | ¥

B Abre

Sooer mpponimert | scheduing | Tracking |
on

i

4| 4 December z005

January 2008 k|

SMTw TFS

SM TWTFS

27262930 1 2 3
45678 10
11121314156 17
18 19 2N 21 22> 23 24

3 Caenda_tict
A Contact L e T R [_ O[]

Type & question for help v

1 X «-w-03 2>

SPca |&z attendees accepted, O tentatively accepted, 0 declined,

% 2 cuT | ThiS appointment accurs n the past.
B Ene
B ek T2 | amethyst Burris; Rossmatis Hinnins
fontects TAHI sbjecti St Fraject Mesting

B onT

< Location:  [Supervisor's Office

&

| I Thisis an online meeting using: [Iicrosoft NetHesting B

1234567
8 91011 1213 14
15 16 1718 1920 21
222324252627 28
29 30 31

| March 2006

SMTWTFS

1234
56 78 91011
12 13 1415 1617 18
1920 2122 2324 25
76 27 2829 3031

I IMay 2006

SM TWTFS
123456
78 910111213

2 Trail
14 15 1617 1619 20
Tasks % Start time;  |Fri 12/09/2008 | [1z200 =| T il day event 2 2 2424 2526 27
b End Hime: Fri 12/09/2005 ~| [13:00 - 28293031 1 2 2
@ % B El 456 7 8 910
Journal B Hf I~ Reminder: [[Siiuies +| <G| Show time as: [ Busy | Label: [T nane | =
__ég \ ]| [pew T=sk
% Upg ent survey
Motes S Usen r of students taking class. .
- vaci werPoint Intra - talk ko T...
<23 Journal aining Schedules
N
Deleted Items _ e it
<heet, complate weekly ...
3 Sent Tte
G Tasks =l
% ::IETE"I;:: Contacts... || Categaries... Private [
21%
220
My Shortcuts 730
Other Shnrttuts‘ q |+l _ =l

1 Item

Close the item when all desired actions have been completed.

Tips:

When using the double-click method, do not single-click the item before
double-clicking it or the double-click will do nothing.

When using the right-click method, do not single-click the item first, or
Outlook will display the pop-up menu for editing an item.

2%

Skaff Project Meeting

Uk
Copy

13*

Paste

Zlear

14%

Select Al

The pop-up menu when item is in edit mode.
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Chapter 1 — Understanding Calendar Basics

Understanding Calendar Item Definitions

There are several terms and definitions that are specific to working in the
Outlook calendar. The calendar can contain three types of items:
appointments, events, and meetings. These terms are defined in the
following table:

Term Definition

Appointment An activity that appears on the calendar that does not include
other people or resources. Some examples of appointments
include answering e-mail, writing a proposal, lunch with a
colleague, or a visit to the dentist. Appointments can be marked
as private, so that other users cannot view the detailed
information about the activity.

Meeting An item on the calendar that involves other people or resources
and their Outlook calendars. A weekly review with the sales
department is an example of a meeting. The current user can
create meetings, or the user can be invited to meetings from
other users.

Event This activity does not necessarily block time on the calendar.
Instead, the event appears as a banner at the top of the
corresponding date(s). Some examples of events are trade
shows, seminars, anniversaries, or birthdays. This category is
also used when an appointment lasts longer than 24 hours.

Page 8 9 Abreon © 0A316



Chapter 1 — Understanding Calendar Basics

Working with the Calendar Toolbar

The Calendar toolbar contains many of the commands and shortcuts to
views that are needed to maneuver through this area of Outlook. The
following table describes the buttons available on the standard Calendar

toolbar.
| Tallew - S =4 Today []Day |[5] wark week [7]Wweek [31]Month @gchedules... ZaFind Type acontact to find [ IE] ‘_l
Button Name Function
o e New Appointment | Inserts a new appointment into the user’'s
calendar. When working in the calendar,
New Appointment is the default
command. Use the drop-down arrow to
create a meeting request, task, new
message, etc.
Eh Print Prints the current calendar to the default
printer with the default options.
b4 Delete Deletes the selected item.
=t Calendar Coloring | Assigns a background color and label
name to the selected calendar item.
Today Today Displays the calendar for the current date.
M1 ]Day Day Displays one day in the calendar
notepad.

(5| work week Work Week Displays the work week without
weekends (as defined in the calendar
options).

7 | week Week Displays one week, including weekends.
(31] Manth Month Displays one month at a time in the
calendar notepad.

f Schedules. . Schedules Opens the Group Schedules dialog box.

© 0A316 9 Abreon Page 9



Chapter 1 — Understanding Calendar Basics

Button Name Function
Ly Find Find Opens the Find Bar to search for items
based on specified words or other criteria.
E Organize Opens the Organize Pane to set options

for categories and views.

[E3:

Address Book

Opens the Address Book.

Tvpe a contack ko find [+

Find a Contact

Type the name of a contact in this box to
have Outlook search for it, and then
display the contact window.

Outlook Help

Launches the Office Assistant on-line
help.

Q Tips:

. When opened, the individual items in the calendar — appointments,
events, and meetings — all have their own toolbars. A description of
each of these toolbars can be found in Appendix A.

. For the sake of clarity in this manual, the Standard toolbar of the
Calendar folder will be referred to as the Calendar toolbar.

o All other Standard item toolbars will be referred to as their respective
window names, i.e. the Appointment toolbar, the Meeting toolbar, etc.

Page 10
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Chapter 1 — Understanding Calendar Basics

Using the Date Navigator

The Date Navigator, located in the upper right corner of the Outlook
interface, allows the easy selection of any displayed date. It also shows
important information about the calendar. The features of the Date
Navigator are labeled and described below.

Backward > 4  December 2005 | January 2006 N Forward
S M TW TF 5 S M TW TF 5
Current date \ ZPZEZ2930 1 2 3 1 2 345686 7

f 8 910 d 91011 1213 14

111213 14 17 15 16 17 18 1920 21
15 19 Z2 23 4 z2 23 2425 26 27 ¢ Date with a
L—7E 26 27 28 29 30 31 29 30 31

/ scheduled item
Viewed date
February 2006 | March 2006

SMTW TF 5 SMTW T F 35 >N _
123 4 123 4 Date with
5 6 7 8 910 11 5 6 7 8 91011 nothing

12 13 1415 1617 15 12 13 1415 16 17 15
19 20 2122 2324 25 19 20 2122 2324 25
26 27 28 26 27 25293031 1

2 3 45 6 T 8

scheduled

The Forward and Backward controls scroll the Date Navigator one month
forward and backward respectively.

The Current Date, as determined by the workstation, will have a thin
maroon border around it.

The Viewed Date is the date currently being viewed in the calendar. The
date will appear in bold white print with gray shading. More than one date
can be viewed at a time.

Dates with items that have a status of Busy, Tentative, or Out of Office
will be in bold print. This can be changed in the view options of the
calendar (see Chapter 9 — Customizing the Calendar).

The number of months shown in the Date Navigator can be changed by
dragging the horizontal divider bar, as described earlier in this chapter.
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Accessing Calendar Views

2.

There are many ways to view the calendar. The default view is called
Day/Week/Month. This view contains four basic variations that can be
accessed via the Calendar toolbar. These views are Day, Work Week,
Week, or Month.

The following procedure describes how to access these calendar views.
The following topics describe each view in detail.

Procedure:

Select the View menu, then Current View, and confirm that the

Day/Week/Month view is selected. (A checkmark will appear next to
the view name.)

¥ Calendar - Microsoft Dutlook

File Edit | Wiew | Favorites Tools  Actions  Help
“luew - | Current yiew i Day/WeekjManth
Go To 3 DrayWeek/Month Yiew With AutoPreview
. Ctlook, Bar Ackive Appoinkrents
Cukloak Shortd
Folder List Events
@ Day Annual Events
Recurring Appoinkrnents
Jutlook Tads Work Wesk 9 ARp
week By Cakeqgory
[G1] Month Custamize Current View. .,
Inba TaskPad Yiew » Define Wiews, .,
Preview Pane
oo™
Reminders YWindow
Zalendar o
Toolbars 3 e
1‘-{& Skatus Bar 10
i — ol [

On the Calendar toolbar, click the desired view button.

m Day Wiark Week Wi eek @ Month

Page 12
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Chapter 1 — Understanding Calendar Basics

Using the Day View

[1oay The Day view shows working hours in the designated background
color (the default is yellow) and non-working hours in a shaded version of
the background color.

The Date Navigator is located in the top-right corner and the TaskPad is
below it. Days that have appointments or meetings scheduled will have
the respective time periods blocked off in the calendar and the dates will
be shown in bold in the Date Navigator.

'@ calendar - Microsoft Dutlook = 3] x]
- Fle Edt Wiew Favorites Tools Actions  Help Tvpe a queskion for help =
EHM&W - % > _-/ Today EIWD[kWeek ﬂeek @Month @@:hedules... %—}Fi_nd %:E @ -
¢ = % Calendar . 24 august, 2004 | Address
Tuesday, 24 August <] 4 July 2004 | August 2004 Y
SMTW T F 5 SMTW T F 5
o 2F2E2930 1 203 1 23 4 5 6 7
07> 4+ 5678 910 B 9101112 13 14
11 121314 15 1617 15 16 1718 19 20 21
08 ao 15192021 222324 22 23 2526 27 25
P outiook ¥F Seminar 2526272829 3031 2930l
ul]
09— September 2004 October 2004
S M TW T F 5 SMTW T F 5
]_OE 1 23 4 1z
S 6 78 921011 34 56 7 8§ 9
11 oo @ £ Updated: Operations Leadership Meeting (1500-5 12 13 1415 16 17 18 1011 1213 14 15 16
I Conference Room) 1920 2122 25 24 25 17 18 1920 21 22 23
26 27 26829 30 24 25 26 27 28 29 30
12E 31123 45 6
13 00 | Training Planning Session O TaskPad  / ;I
— Click here to add & new Task,
14 oo There are no items to show in Ehis view,
i5%
6%
172
8™
=l
|3 Items A

In addition to viewing just one day, Outlook allows the user to view several
days at a time without switching to the Week view.

© 0A316
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Procedure: (To view several days in a row)

1. Inthe Date Navigator, select the first day of the series. Hold down the
[Shift] key and click the last day in the series.

OR
Drag over the days to be viewed in the Date Navigator.

2. Outlook displays the selected days in the main viewing area.

February 11 - February 13 &

Tue, Feb 11 WWed, Feb 12 Thu, Feb 13 14 February 1997 » |
Lincoln's Birthday { SMTWTF S
25 27 28 29B0]31 1
234586 738

am A1 Mig, bo WindS
S {7th Fir. PSG) [~ 210 [EWERE14 15
| 161718192021 22
oo Ml Intro. to pas Mig. bo Wings 232425 2627258 1
_ word 6.0 (PPG Hdg) [ 2 3 4 5 6 7 8
{w'eirton L
102 Steel) | || TaskPad ;I
| Click here to a..,
112 L % []|Finish task exe...
@ [ wour bask of th...
12E % [1|Finish Exercise...
0o 4 Mig, bo winas| ll 235 Mig. ko Word
— (PG Hdg.) 7.OTthFr. |
PGy -
uli]
= | =] hd

Tip:

o When using the drag method to select days, Outlook will display up to
six days in Day view. When dragging seven days or more, Outlook will
switch to Week or Month view.

o When using the [Shift] method, up to 14 days can be shown in Day
view.
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Procedure: (To view non-consecutive days)

1. Inthe Date Navigator, select the first day.

2. Press and hold the [Ctrl] key and using the mouse, click the days to be
viewed.

3.  Outlook displays the selected days in the calendar notepad.

Calendar | February & - Februa
Thu, Feb & Thu, Feb 13 Thu, Feb 20 =R February 1997 4 |
S M TW T F 3
262726 29B0j31 1
am % RAS Training (MMl 705 Mig, ko Winds g lg 1‘1‘ 1: 1: 12
— Wt (HEC {7th Flr, P3G}
Mematial, 5 16 17 18 19E0)21 22
an Houstan, TX) A Intro, M5 232425 2627 28 1
— Project (HCC [~ 234 85 6 78
Houston, Ti) |
1020 ||| || Taskpad B
| Click here ko a...
112 o % []|Finish task exe...
L a5 0| vour task of th..,
12& | % [C1|Finish Exercise...
oo A Mig, to Word |
. 7.0 {7th Flr, B
FSG) |
ao
= | =] [

Warning:

. The maximum number of non-consecutive days that can be selected is
14.
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Using the Work Week View

E ark Weel:

The Work Week view is basically Day view displaying the
work days as defined in the calendar options. The default is Monday
through Friday, without Sunday or Saturday.

All appointments, meetings, and any other scheduled items appear in an
abbreviated manner. The TaskPad and Date Navigator are also available

in this view.
'@ calendar - Microsoft Outlook O] x| I
- Fle Edit ‘iew Favorites Tools  Actions  Help Type a question For help =
S Tolew - | & ¥ BT | Today | (1 |ay |[&] work Week |[7 ] Week [F1]Manth | % Sehedules. .. | uFind | (7] .
& o> & Calendar . z3 August - 27 August I] Address
Mon, 23 Aug | Tus,24Aug | Wed,25Aug | Thu Z6dug | Fri,27Aug =) | 4 August 2004 »
13 PAYDAY S M TW TF &
an 25 26 272829 30 31
06— 1 23450406 7
g 91011 12 13 14
07& 15 16 1718 19 20 21
22 258
08™ 20 a0[31]
— Ol 7P Septemnber 2004
o0 Seminar [ M
09" 1234
56 7 8 91011
on 12 13 1415 16 17 18
10_ 1920 2122 23 24 25
© Uodated T wae 2627282930 1 2
0o poakea: 25 Weekly
11_ Operations % E-net staff [ s 56 783
| aaderchin rneetinm
12 0o 0 TaskPad  ~# =
— | Click here to ad...
13 0o Training [J|Create an IS Tr...
- ;Ianrnng Il €2 Updated: by | O pownload Pam. .
ession L ; L 2
Operations Fipalizefbreaf—
14E || FafE
% [ |Finalize Abreon.. .
i []|Make a mini-cd ...
15_ [ |write proposal ... ||
[]|write propasal ...
1 EE = 5 |7 hdvire Avareesle e
|6 Items

B
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Using the Week View

(7] eek The Week view is a two-column display with the first half of the
week in the first column and the second half of the week in the second
column.

Similar to the Day view, the Date Navigator and the TaskPad remain
visible. The current week is highlighted in the Date Navigator. The
weekends are compressed into a single box.

o I =] 5
- File Edit Yew Favortes Tools  Ackions  Help Tvpe a question Far help =
“TolMew ~ & X 5 Today [7]Day [5]Work Week [7])week |[F1]Month | 52 Schedules... | Z3Find % (2] .
I] Address
Monday, 23 August Thursday, 26 August =l August 2004 » |
13:30 14:30 €% Updated: Operations Staff Meet SMTWTEF S

25 26 Z7 2829 30 31
1 23 45 6 7
g 91011 12 13 14
15 16 17 18 19 20 21

29 [30] 31
Sephember 2004
SMITWTFS
Tuesday, 24 August Fridaw, 27 August T 1z 3 4
08:30 09:30 Cutlook XP Seminar [ % PAYDAY | S 6 78 91011
11:00 12:00 % Updated: Operations Leadership 12 13 14 15 16 17 18
13:00 15:00 Training Planning Session 1920 21 22 23 24 25

| zez7zg2e30 1z
3456 788

| TaskPad  / =]
Click here bo ad...

Wednesday, 25 August Saturday, 28 August Firafize-ftear
11:00 12:00 6t Weekly E-net skaff meeting {

Sunday, 29 Augusk

|6 Ikems

S

Use the following procedure to view more than one week in the Week
view.
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Procedure:

1. Inthe Date Navigator, drag over the weeks to be viewed.

=
&

- File Edit Wew Favorkes Tools  Ackions  Help

= # Calendar ., august 2004

M=) |

Type a question for help =

Ejuew - % * _-/ Today mDaz E‘Wo[kWeek week @gchedules... _%;Fi_nd ?;_“@ @ .

Man | Tue | wed | Thu

Fri

Satfsun

<[4 augstzone  »|

9 August 10 11
11:00 Weekly

13

PAYDAY

16 17 18
11:00 ‘Weekly

20

21

SMTW TF S
25 26 27 2829 30 31
12346567

22 2324 2526 27 8
29[z0]31
September 2004
SMTW TF S
1 2 3 4
56 7 8 91011
1213 1415 16 17 18
1920 2122 23 24 25
26 27 282930 1 2
345673859

(] | ‘ TaskPad  / =l
| ‘Click here to ad...

There are no items to
........ ehom in this vigwn

22

3 Items

Warning:

. The maximum number of weeks that can be selected in this view is Six.

Page 18
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Using the Month View

I The Month view shows the desired month in its entirety. Months
are distinguished by color, alternating between white and gray. The
vertical scroll bar is used to navigate the months.

By default, the Date Navigator and TaskPad are not in this view.

o =10] x|
File Edit Wew Fawvarites Tools Ackions  Help Tvpe a question for help |+
E Mew ~ &b '-f Today m Day E Work Week Week @ Month @ Schedules., ., %,J Find ‘%ﬂ @ .
o  Calendar . iure 2004
Mornday | Tuesday | Wednesday | Thursday | Friday | Sat)Sun I;l
31 Mav 1 June Z ] 4 5
abreon Holiday 03:00 1)2 day vace | 11:00 Weekly E-nel | 12:30 Mew Column: Py DY
Mernarial Day {Unitg :
7 g 9 10 11 12
03:30 Office %P - M | 11:00 Weekly E-nel | 05:30 Word %P - Mi Jury Duby
13:00 Outlook XP - 13:00 Excel %P - Mi 13
14 15 16 17 15 19
Flag Day {United St 08:30 Word ¥P - Mi | 08:30 Excel ¥P - Mi
11:00 ‘Wweekly E-nel PAYDEY
13:00 1/2 day vace Father's Day (Uniteq
21 22 23 24 25 26
09:00 12 dav vace | 08:30 Office ¥P - M | 11:00 Weekly E-nel | 03:30 Ward ¥P - Mi
13:00 Outlook ¥P - | 15:30 Field Motice F | 13:00 Excel %P - Mi -
28 29 30 1 July 2 3
03:30 PowerPoint x | 11:00 Weekly E-nel PAYDAY
15:30 PW; Updatec | 15:00 Field Motices 4
Independence Day
33 Ikems o

Weekends in Month view can be compressed so that more screen space
is used by the work days (as shown above). This option can be changed
in the View settings. This setting will also affect the appearance of
weekends in Week view. See Chapter 9 — Customizing the Calendar
for more information on setting calendar options.
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Accessing Other Calendar Views

In addition to the calendar-style views, the calendar can be viewed in a
table style, with columns and headings like an Excel spreadsheet. Table-
style views can be handy for viewing appointments and meetings by
groups, or for printing items in a table format.

& Calendar - Microsoft Outlook M=
File Edit Wiew Favaorites Tools  Actions  Help Tvpe & question for help (=
Toluew = & ¥ @ﬁchedules... ZyFind % - . - EElpreview Pane () Mark as Read _
> # Calendar . (Filter Applied)
Ouklook Shartouts
E | |GAL.¢\ festival -... | |Sat azf... | 1 day |every day
Outlook Today -
=l Recurrence : Weekly (1 item)
fA FAYDAY Frigifo... |1 day every 2 weeks on Friday
i
Inbox
Calendar
S
Contacts
i
My Shortouts
Other Shortouts LI
[Filter Applied 300 Ttems Y

There are five table-style views built into the calendar. As with all Outlook
views, they can be customized. See Chapter 9 — Customizing the
Calendar for more information.

D Procedure:

1. Select the View menu and choose Current View. A submenu of
available views displays:
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= Calendar - Microsoft Dutlook

File Edit | Wiew | Faworites Tools  Actions  Help
“lhew - | Current yiew r Day/WeekjMarth
] Go To 3 Day"Week/Month Yiew With AutoPrewview
. Ctlaak, Bar Ackive Appoinkrents
Ouklook Shorkg
Folder List Events
@ Day Annual Events
Recurring Appoinktments
Cuklaok Tods work Week 9 ARR
week By Cakeqgory
M Month Customize Current View. .,
o i
Inbox TaskPad Yiew » Define Yiews. ..
Preview Pane
Q9™
Reminders Window
Zalendar o
Toolbars 3 o
“.{E Status Bar 10
| = - o O

2. Using the following table, select one of the table-style views.

Option ‘ Description
Active Displays all appointments and meetings that start after the
Appointments current date. The items are grouped by Label.
Events Displays all events and groups them by recurrence pattern -

None, Daily, Weekly, etc.

Annual Events Displays all events that occur yearly. No grouping is applied in

this view.

Recurring Displays all currently active recurring appointments. Items are

Appointments grouped by recurrence pattern - Daily, Weekly, Monthly, or
Yearly.

By Category Displays all types of calendar items — appointments, meetings,
and events — both past, current, and future. Items are grouped
by Category.
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Basics

Using the Preview Pane

While it is used primarily in the Inbox for e-mails, Outlook XP extends the
functionality of the Preview Pane to all Outlook items, including

appointments, meetings, and events.

The Preview Pane allows the details of a calendar item to be viewed and
edited without having to open the item as a separate window.

D Procedure:

1. From the Calendar folder, select the View menu and choose Preview

Pane.

2. Select an item in the calendar. The Preview Pane displays the details

of the item:

File Edit View Favarites Tools Actions Help

Hﬁew - " ’-"’ Today WoLkWeek ﬂeek @Mﬂnth @gchadu\es... IE=:

# Calendar . 16 December 2005

i Calendar - Microsoft Dutlook [_[ox] I

date navigator

’,’ Preview Pane | L) Markas Read |

Outlook. Shortcuts‘ | Friday, 16 December m 4 December 2005 January 2006 3
o PAYDAT SMTWTF S SMTWTF S
@ 2722930 1 2 3 1234567
e 45678910 8 91011 1213 14
Outlock Today ——— 1121314i8 17 15 16 17 18 1320 21
082 1819 2021 2223 24 22 232425 2627 20
ﬁ 252627262930 31 29 30 31
Inbes February 2008 [ March 2006
o0l 357 Updated: Operations Leadership Meeting (1800-5) SMTWTES SMTWTES
10= Qe L 1234 1234

Calendar 1 1E

% L

56 7 8 91011 56 7 8 91011
12131415 1617 13 121314151617 18
19 20 2122 2324 25 19 20 2122 2324 25
26 27 28 2627 28293031 1

23456 78

Cantacts

(] | ‘ TaskPad

-

13%
| ‘Click here to add 2 new Task
142 %2l (]| Conduct an assessment survey
Tasks %2),| [ |Increase the number of students taking class...
= [[]|Mext time I offer PowerPoint Intro - talk to T... ;I

@ 152

el &Occurs every Friday effective 10/08/2004 from 10:00 ta 11:00.
Accepted on 10f15j2004 12:39,

©rganizer: Rayfield Mason

Sent: Fri 10/15/2004 12133

Motes Subject: IUpdatEd: (perations Leadership Meeting

@ Location: IISDU-S j I™ | This is 2 anline mesting using; Micrasaft NetMesting >

Deleted ftems Starttime:  [Fri 12f16/2005 | Jao:00 =] I Ay event

Page 22 @ Abreon on

End time: [Fri 121672005 | Jit:00 |
\&’ W |Reminder: [iSmingtes | = &I Show time as: [l Buey ] vabel: [[Trone =l
=
My Shortcuts LI
Other Shorkcuts Contacks, || Cateqoties. .. | Erivate [
2 Ttemns 4
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Using the Reminders Window

In previous versions of Outlook, reminders had to be processed one at a
time, that is, there was a separate reminder window for every reminder. If
a user was out of the office for a while, there could be dozens of
reminders to deal with upon return.

Outlook XP provides a unified reminders window that presents all
reminders in a single window, making it much easier to dismiss or snooze
groups of reminders.

#-1 Reminder = B I

E Staff presentation

Skart time: Thursday, 15 December 2005 15:30

Subject [ in

10 minutes

4| | ~
Dismiss All | Qpen Ikem | Dismiss |

Click Snooze to be reminded again in:

|5 minutes j Snooze I

The following table describes the buttons available in this window:

Button Description

Dismiss All Dismisses all reminders displayed in the reminders window. If
chosen, Outlook will ask to confirm this action.

Open Item Opens a separate window with the selected item displayed.
Dismiss Dismisses the reminder currently selected in the list.
Snooze In combination with the snooze drop-down list, this button

temporarily dismisses the reminder and will redisplay it at the
designated interval.

The Reminders window can also be displayed manually by selecting the
View menu and choosing Reminders Window.
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Changing the Time Bar

Along the left side of the calendar notepad is the Time Bar. The Time Bar
displays 30-minute increments by default, however it can be set to display
one of six different time increments — 60, 30, 15, 10, 6, or 5 minutes.

Outlook keeps the height of each increment row constant, therefore a day
divided up into 60-minute increments will be “shorter” (i.e. less scrolling),
than one divided up into 10-minute increments.

Thursday, 15 December o

Thursday, 15 December

60-minute increments 30-minute increments

Thursday, 15 December & Thursday, 15 December

@ 08™
: :
10£ E
11£ 0 ;
15-minute increments 5-minute increments
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Procedure:

1.

Right-click the Time Bar in the calendar. The pop-up menu displays:

# Calendar . 22

Type a question for help =

& Calendar - Microsoft Outlook [_ (O] =]

- File Edit Wiew Favorites Tools  Actions  Help

EEM&W - | ™ '-/ Today EIWU[k ‘Week @Month @gchedules‘.. B2

* [ Preview Pape 7

Monday, 28 November

CQutlook Shorkcuts
é 06

4

Outlook Today
= 1617 18192021 22
! o7 23 242526 2728 29
;N an 31
Inbox 082 | Movember 2005

SMTW TFS

October 2005 »

2526 27 252930 1
23456 7E8
9101112 1314 15

——{ 78] Mew Appaintment |
R oo —

Calendar 10 @J Mew Meeting Reguest
' E Mew Recurring Appointment
2 -
1 1 Mew Recurring Event
Contacts

Mew Recurring Meeting

12 Change Time Zone. ..

Tasks 13 60 Minutes

— 30 Minutes
SR o

Journal —

1 5 10 Minukes

@ LI & Minutes

16 S Minutes

My Shorkcuts

Other Shorkouts

SMTW TFS

12345
6 7 8 91011 12
13141516 1718 19
20 21[p2]23 24 25 26
272030 1 2 3
45678910

[ b Taskpad ;I

|C|ick heretoa...

Increase the n...

Mezt time T off...

Request credit. ..

EEEEE

O
0
[ {Publish Quarte. ..
O
0

Finalize Abreo. ..

‘D Items

a

Select the desired time increment with the left mouse button.

Tip:

The Time Bar can also be changed in the View settings. See Chapter 9

— Customizing the Calendar for more information.
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Creating Other Calendar Folders

In same manner that folders can be created to sort and file e-mails,
additional calendar folders may be created for a variety of different
projects and tasks.

However, only the original default Outlook calendar can be shared with

other users (see Chapter 7 — Sharing Calendars) and be used for
scheduling meetings (see Chapter 4 — Working with Meetings).

Procedure:

Select the File menu, choose New, then Folder.

Co|Mew -

OR

toolbar and select Folder.

Press [Ctrl] + [Shift] + [E]. The Create New Folder dialog box
displays:

OR

Create New Folder EE I

Folder contains:

----- B Calendar

----- B Calendar - blank
----- @ Contacts

----- {4 Deleted Ttems

----- 5} Drafts

+-5fa Inbox

{ﬁ Journal
..... Mokes

@ Cutbo

----- T3 Sank Trams

o]

Zancel

IMaiI and Post Ikems j
Select where to place the Folder:
EI@ Mailbi: - Scatk Concilla -]

L

L

Click the drop-down arrow of the New button on the Calendar

Page 26
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2.  Type a Name for the calendar.
3. From the Folder contains drop-down list choose Calendar Items.

4. Inthe Select where to place the folder section, select the folder above
where the calendar should appear. (The Mailbox — <username> folder
is recommended.)

Create New Folder HE I
Marne:

IF‘ru:ujeu:t Calendar

Folder contains:

Le

ICaIendar Ttems

Select where to place the Folder:

Concilla

0

----- % Calendar
----- ¢ Calendar - blark
----- @ Contacks
----- & Deleted Items
----- 5} Drafts
-4 Inbox
{ﬁ Journal
..... Mokes
-1 outbax

----- T3 Sank Trams

b

L

(] 4 I Zancel

5. Click OK to create the calendar. The following dialog box displays:

add shortcut to Outlook Bar? I

a Would wou like a shortcut ko this folder added to wour Qutlook Bar?

™ Don't prompk me about this again.

6. To create a shortcut on the Outlook Bar, click Yes. Otherwise, click No.

7. The newly created calendar now appears in the folder list.
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Chapter 2

(®

Working with Appointments

Chapter Objectives:

Creating a New Appointment
Editing an Appointment

Deleting an Appointment

Creating a Recurring Appointment
Editing a Recurring Appointment

Deleting a Recurring Appointment
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Chapter 2 — Working with Appointments

Overview

Appointments are the most common type of item added to a calendar. As
defined in the previous chapter, an appointment is an activity that appears
on the calendar that does not include other people or resources.

Appointments can either be created as single occurrences, such as a
doctor’s appointment, or recurring appointments can be created for
multiple occurrences that happen on a regular basis.

Creating a New Appointment

1.

An appointment is an activity that does not involve other users or
resources. For instance, a doctor’s appointment, a training class, or
reserving time to work on a project are all examples of appointments.
There are several methods to start the creation of an appointment.

Procedure:

Choose the day for the appointment using the Date Navigator.
OR

Press [Ctrl] + [G] to display the Go To Date dialog box. Use the drop-
down box to select a date and click OK.

Go To Date ﬂ

QK |
Date: | Thu 12/15/(2005 |
Zancel
Shaow in: IDa':.-' Calendar j 4|

Choose the desired time slot. Click once with the mouse to select a
single time slot, or drag over multiple time slots to select a longer period.

If one time slot is selected, double-click the time slot.
OR
Right-click the highlighted time block and choose New Appointment.

OR

© 0A316
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8% 7| Click the New button on the Calendar toolbar.

OR

Press [Ctrl] + [N]. The Appointment window displays:

i =10l |

File Edit Wew Insert Format  Tools  Actions  Help Type a question for help =
[ save and Close | & (] | 3% Recurrence... ¢ Invite Attendees... ' 3 w& ¥ -

Appointment I Scheduling ]

Subject: ||

Location: »| I This is an online meeting using:  [#icrosaft MetMeetn -
L g using q

Start tme;  [Mon 0g/30/2004 7| [17:30 7| ™ allday event

End time: [Mon oaf30/2004 =] [1z:m0 =

:\@E [ Reminder: |15 minukes j ﬁl Show time as: I. Busy j Label: ID Maone j

-]

Contacts... | I Categories... | I Private r

4.  Use the following table to complete the fields in the Appointment
window.

Option Description

Subject Type a descriptive name or title for the appointment. The title bar
of the appointment will change to match the subject.

Location Enter the location of the appointment, or select a previously used
location from the drop-down list. Note: This does NOT schedule
or reserve a conference room or resource.

This is an online | This option is for use with meetings. (Do not use at PGW.)
meeting

Start time Type or use the drop-down boxes to enter the beginning date and
time for the appointment.
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Option Description
All day event Select the check box to make the appointment an event. (See
Chapter 3 — Working with Events for more about events.)
End time Type or use the drop-down boxes to enter the ending date and
time for the appointment.
Reminder Select this check box to set a reminder and use the

corresponding drop-down list to select or type the amount of time
prior to the appointment for the reminder to appear.

Play a sound

Select this button to choose the sound file to be played when the
reminder appears.

Show time as

Choose Free, Tentative, Busy, or Out of Office from the drop-
down list. This changes the appearance of available time when
others view your schedule. The default for appointments is
Busy.

Label Select a label (calendar coloring) for the appointment.

Notes Type any additional details about the appointment in this area.
This area is also used to insert or attach a file, such as an
agenda. Use the Insert, File menu command, or the Insert File
button on the Appointment toolbar.

Contacts Select this option to associate this appointment with members of
the Contacts folder.

Categories Select this option to place this appointment into a category.

Private Select this check box so that the details of the appointment are
hidden from others who have access to your schedule, i.e. your
delegates or others who have read permission to your calendar.

—
> 25970 ST 225 Click the Save and Close button on the Appointment
toolbar to save the appointment and place it on the calendar.
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Editing an Appointment
Once an appointment has been created and added to the calendar, it may

1.

be necessary to modify the information in the appointment.

Procedure:
Open the appointment to be edited. The Appointment window
displays:
HE =10l ]
File Edit Wiew Insert Format  Tools  Actions  Help Tvpe a question for help =
Hlsaveandciose & (| <% Recwrrence... | ¢ Inviee Attendess,., ! 3 wE X 4 - W - .
Appaointrent I Scheduling I
Subject; ITraining Planning Session
Location; I j [ This is an online meeting using:  |Microsoft MetMeeting j
Start time:  [Thuosmzizons || [tz00 | T Al day event
Endbime:  |Thu 03/02/2004 =] Jis:o0 |
:{:{: " reminder: |15 minutes j ﬁl Show time as: I. Busy 7| Label: ID Mong =
=
[
Contacks, . | | Categaries. ., || Prirvate [
2. Make the desired changes in the Appointment window.

—
3. save and e[ click the Save and Close button on the Appointment

toolbar when complete.
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Q Tips:

. If the appointment’s starting time is changed, Outlook automatically
updates the end time to maintain the original appointment duration.

[ ]

‘-I-’ Drag-and-drop can be used to change an appointment time.
Position the cursor on the left edge of the appointment. When the
cursor changes to a cross-hair, drag the appointment to an alternate
time within the same day or onto the Date Navigator to move the
appointment to a different day.

. To extend or shorten the time of an appointment, position the mouse
along the top or bottom edge of the appointment’s box. The pointer will
change to a double arrow. Drag the border to specify the new length.

09™

102 g@ Updated: Operations Leadership Meeting {1800-5) |
!

11%

. Appointments can be moved and copied by using the Cut, Copy, and
Paste commands on the Edit menu in the Calendar window.

. Appointment details can be edited without opening the Appointment
window if the appointment is selected and the Preview Pane is visible.
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Deleting an Appointment

Cancelled appointments can easily be removed from the calendar by
using the Delete command.

Procedure:

1. Select the appointment to be deleted.

2. Select the Edit menu and choose Delete.

OR
Press [Ctrl] + [D].

OR
Press [Delete].

OR

x

Click the Delete button on the Calendar toolbar.

3.  The appointment is removed from the calendar and placed in the
Deleted Items folder.

Q Tip:

. When deleting an appointment, be sure to select it by clicking the left
border, otherwise, Outlook will assume the user is trying to edit the
appointment subject, and will only delete text in the appointment box.
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Creating a Recurring Appointment

There is often a need to schedule appointments that will recur on a regular
basis. Any appointment that occurs regularly can be set up quickly and
easily, without having to create multiple single appointments or using copy
and paste.

Additionally, appointments that have already been created can be
converted into recurring appointments.

Procedure: (To create a recurring appointment)

1. Select the Actions menu and choose New Recurring Appointment.
OR

Select a time block on the calendar, right-click with the mouse and
choose New Recurring Appointment. The Appointment Recurrence
dialog box displays:

Appointment Recurrence ﬂ

—&ppointment time
Skark: IID:UD j End: IlD:SD j Dration: |3EI minutes j

—Recurrence pattern

" Daily Recur every |1 week(s) on:

@ weekly | snday I Monday [ Tuesday [ wednesday
© Morthly | [ husday W Friday [T saturday
£ vearly

—Range of recurrence
Stark: [Fri 12/16(2005 = * Mo end date
i~ End after: IID OCCUFFENCES

C Endby:  |FriDz/17/2006 |

Ok I Zancel | Remoyve Recurrencel

2. Use the following table to complete the options in this dialog box:
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Option Description

Appointment Verify, type, or use the drop-down lists to enter the Start and End
Time times, as well as the Duration of the recurring appointment.
Recurrence Select either Daily, Weekly, Monthly, or Yearly to specify the
Pattern general recurrence interval of the appointment. Use the check

boxes and/or drop-down lists on the right side of this section to
indicate the specific recurrence interval.

Range of In the Start box, type or use the drop-down box to enter the date
recurrence of the first occurrence of the recurring appointment.

No end date Select this option to repeat the recurring appointment indefinitely.
End after Select this option when the recurring appointment ends after a

specific number of occurrences. Type the number of occurrences
of the recurring appointment in the box.

End by Select this option when the recurring appointment ends on a
specific date. Type or use the drop-down box to enter the date of
the last occurrence of the appointment.

3. Click OK when complete.

4.  Fill out the rest of the appointment details as desired.

S. Save and Close

Click the Save and Close button on the Appointment
toolbar when finished.

6. Outlook displays all of the individual appointments on the calendar on
their respective dates with the recurrence symbol in the appointment
(two arrows in a circle).

o0 W A5 Weekly Conference Call with vendaor
10—= Q=

Page 38 @ AFireon © 0A316



Chapter 2 — Working with Appointments

2. £ % Recurrence, ..,

1. Open the appointment.

toolbar.

Click the Recurrence button on the Appointment

OR

Select the Actions menu and choose Recurrence.

OR

Procedure: (To convert an appointment to a recurring appointment)

Press [Ctrl] + [G]. The Appointment Recurrence dialog box displays:

Appointment Recurrence [ 2]

—Appointment kime

Stark: |1EI:IZII:| j

End: IlD:SD j Dration: |3EI minutes j

—Recurrence pattern

£ Daily

" weekly [ sunday
" Monthly [T Thursday
" Yearly

Recur every |1 weekis) on;

™ Monday [T Tuesday [ wednesday

V¥ Friday [T saturday

—Range of recurrence

Start: |Fri 12/16{2005

j {* Mo end date
i~ End after: IID OCCUFFENCES
|Fri 02/17 /2008

" End by

=l

o |

Zancel | Remoyve Re-:urrenl:el

3. Select the desired recurrence options (see the previous procedure for

details) and click OK.

4. Save and Clase

toolbar.

Click the Save and Close button on the Appointment

© 0A316
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Editing a Recurring Appointment

After a recurring appointment has been added to the calendar, it can be
edited as needed. For instance, an appointment that normally occurs at a
regular time may occasionally need to be moved to a different time.
Outlook allows exceptions to recurring appointments and keeps those
exceptions as part of the entire series.

When editing a recurring appointment, the user must first decide whether
to modify only the current instance of the appointment, or if all of the
appointments in the series need to be changed.

Follow the appropriate procedure listed below to make changes as
needed to recurring appointments.

Procedure: (To edit one occurrence of a recurring appointment)

1. Open the recurring appointment that is to be changed. The Open
Recurring Item dialog box displays:

Open Recurring Itkem I
' "Project waork: time" is a recurting

= appaintment, Do you wank bo open

only this oocurrence or the series?

{* Open this occurrence,

{~ Cpen the series.

Cancel

]

2. Choose Open this occurrence and click OK. The Recurring
Appointment window displays:
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BE] Project work time - Recurring Appointment H=]

File Edit Wiew Insert Format  Tools  Actions  Help Twpe a question for help |+

[Hsaveandclose | & (| | % Recurrence... @JIg\tite atterdess... | !} wE K 4 - W - @ -

Appointrent I Scheduling I

|&Occurs every Friday effective 12162005 until 12§23/2005 from 15;00 to 17:00, |

Subjgct: |Project wiark kime

Lacation: I j = This is an online mesting using: [Microsaft MekMeeting j
Start time:  [Fri 12/16/2005 | [15:00 | T & day event
Endtime:  [Fri12j18/2005 x| [i700 |
;{:{: v Remindsr: |15 minukes j ﬁl Show time as: I. Eusy ﬂ Label: ID Mone LI
| -
=
Conkacts, .. | I Categories. .. || Brivate r

Make the appropriate changes in this occurrence of the recurring
appointment.

Save and Close

Click the Save and Close button on the Appointment
toolbar when complete. Only the selected appointment has been
changed. All other occurrences of the appointment remain the same.

Outlook changes the recurrence symbol (the two arrows in a circle now
have a slash through them) in the calendar to indicate that an exception
or change to the series has been made.

1SE I #E Project wark time |

OR

Drag the left border of the appointment to the desired time slot. Outlook
will change the icon to show the appointment has been changed.
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Procedure: (To change all appointments in a series)

1. Open the recurring appointment that is to be changed. The Open
Recurring Item dialog box displays:

Open Recurring Item I
' "Project waork: time" is a recurring

o appaintrent, Do wou wank o open

only this occurrence or the series?

" Cpen this occurrence.

Ik Zancel

2. Choose Open the series and click OK. The Recurring Appointment
window displays.

3. + % Recurrence. ..

Click the Recurrence button on the Appointment

toolbar.
OR

Select the Actions menu and choose Recurrence.
OR

Press [Ctrl] + [G]. The Appointment Recurrence dialog box displays:
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Appointment Recurrence n

— Appointment time
Start: =] Epd: [11:00 =| Duration: |1 hour |

—Recurrence pattern

" Daily RecUr every |1 weekis) on:

iy Weekly ™ sunday v Monday [~ Tuesday [T wednesday
" Monthly [T Thursdaw [ Friday [T saturday
i~ yearly

—Range of recurrence
Start; [Mon 11/28/2005 hd f* Mo end date
i~ End after: |1EI accUrrences

" Erdby:  |Mon01/30/2006 |

Ok I Cancel | Remove Recurrence |

4. Change the date, time, or recurrence pattern as desired.

5. Click OK to accept the changes. The InfoBar of the appointment will
indicate if there are any conflicts with appointments already on the
calendar.

6. Save and Close

Click the Save and Close button on the Appointment
toolbar when complete. The changes will appear in the remaining
recurring appointments.

Warning:

. When editing the series, previous changes to individual appointments

will be lost.

Any exceptions associated with this recurting appointment will be lost, IF any of the exceptions are meetings, the attendees
. will not be notified. Is this OK?

Cancel |
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Deleting a Recurring Appointment

Similar to editing a recurring appointment, either a single occurrence of a
recurring appointment can be deleted, or the entire recurring series can be
removed from the calendar.

Procedure:

1. Select the appointment to be deleted.
2.  Select the Edit menu and choose Delete.
OR
Right-click the appointment and choose Delete.
OR
Press the [Delete] key.

OR

= Click the Delete button on the Calendar toolbar. The Confirm
Delete dialog box displays:

Confirm Delete I

' Do o wank to delete all occurrences

3 af the recurring appointrment “Project
waork, time", or just this one?

% Delete this ocourrence,

™ Delete the series,

Cancel |

3. Choose either Delete the series to remove the entire recurring series or
Delete this occurrence to remove a single occurrence.

4.  Click OK to accept.

5.  The appointment(s) will be removed from the calendar.
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Working with Events

S

(

Chapter Objectives:

o Creating an Event

o Editing an Event

o Deleting an Event

o Working with Recurring Events

o Changing an Event to an Appointment
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Overview

An event is generally an activity that lasts 24 hours or more. Events do
not appear as blocks of time on the calendar, but instead, appear as a
banner across the top of the day(s) of the event. Some examples of
events include trade shows, conferences, birthdays, or anniversaries.

By default, events do not “block off” time in the calendar like
appointments. Days that have events will not have dates in bold format in
the Date Navigator. This can be changed when creating the event.

Events have many similar characteristics to appointments, and both types
of items can easily be converted into the other.

Creating an Event

1.

2.

An event is actually an appointment that has the All day event check box
enabled. While the initial process for creating an event is slightly different,
all other details for creating an event and filling out its details are exactly
the same as creating an appointment.

Procedure:

Select the date on which the event occurs.

Double-click in the calendar banner area below the date heading.

¥ Calendar - Microsoft Dutlook

° File Edit View Fawvorites Tools  Actions  Help

E Eﬂew - | ™ '--" Today EIWD[k Week @Mﬂnth @@:hedules...

Cukloak, 5hcurtu:uts|

Cutlook Today 06E

&1 07™
Inbox 0 8 E
S
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Right-click the calendar and select New All Day Event.
OR

Select the Actions menu and choose New All Day Event. The Event
window displays:

il Untitled - Event =]
File Edit Yew Insert Format Tools  Actions  Help Tvpe a question far help =

Hsaveandclose & [l | 43 Recurrence... | ¢ Invite atterdees.., | T 3 we W | & - w - .

Appointment I Scheduling ]

Subject: I

Location: I j [ This is an online mesting using: | Microsoft MetMeeting j

Starttime:  |wed 11/z3/2005 v | ¥ all day event

End time: IWed 11/23/2005 |

L .

':&:' [~ Reminder: |18 haours j @él Show time as! ||:| Frae ;I Label: II:‘ Maone ;I
-
[ -]

Conkacts... | I Categories. .. | I Private I_

Fill out the event fields. Use the table in Chapter 2 — Working with
Appointments for a complete description of each field.

In the Show time as drop-down list, choose Free, Tentative, Busy, or
Out of Office. This option controls the display of the time on a user’s
calendar to other users. Free is the default for events and will allow the
user to schedule other appointments and meetings without creating a
conflict. Set Show time as to Busy or Out of Office to “block off” the
time in the calendar and have the date show up in bold font in the Date
Navigator.

Save and Close

Click the Save and Close button on the Event toolbar
when complete.

The event now appears in the banner below the date.
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& Calendar - Microsoft Dutlook [_ O

File Edit ‘iew Favorites Tools  Ackions  Help Type a queskion for help =
Euew + ¥ 5 Today EWDLkWeek @Mnnth @gchedules... * £ {3y Mark as Read

Cutlaok Shartouks Wednesday, 23 Movember 4 Movember 2005 3
SMTW T F 5

| Instructor's Conference (Marriokt - Center Ciby)
Q ; I 06 oo

« Calendar ., 23 november 2005 | Address

M3l 1 2 345
6 7 & 91011 12

Outlook Today 1314 1516 1718 19
07 o0 21 2224 25 26
- 27 232930
a0
Irbui: 08— December 2005
S M TW TF &
09™ 12 3

4 5 6 7 & 910
11 12 1514 1516 17
15 19 2021 2223 24

Calendar 10 oo

e 2526 27 28 2930 31
g 1 1% 1234586 7
Conkacts
j 12 oo
My Shortcuts -
Other Shartcuts | 4 =00 |
1 Tkerm S
Tips:

o By default, events last from midnight to midnight.

. Any day may have multiple events, however, once an event is added,
the banner area collapses to the size of the first event and it is difficult to
double-click in the area to create a new event. Use one of the other
methods (right-click or the Actions menu) to create additional events.
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Editing an Event

Once an event has been created and saved to the calendar, it can be
opened to make changes or modifications to the event details.

D Procedure:

1. Right-click the event to be edited and choose Open.
OR

Double-click the event to be edited. The Event window displays:

B Instructor’s Conference - Event =] E3
File Edit Wew Insert Format Tools  Actions  Help Type a question for help |+

[ save and Close | &5 [l | 4% Recurrence... @Jlgvite attendess... | ! 3 wE K | 4 - W - @ -

Appoinkrment I Scheduling I

Subject: IInstructor's Conference

Location: IMarriott - Center City j ™ This is an online meeting using:  |Micrasaft MetMeeting j

Starttime;  [Mon 11/28/2005 i IV all day event
End time: IMon 11/28/2005 d|

[ | | shewtimeas: [T ree | Label: [[Trione =l
=
E

Conkacks. .. | I Cakegaries.. . | I Private r

2. Make the desired changes.

3. Save and Close

Click the Save and Close button on the Event toolbar
when complete.

Tip:

. To edit only the subject of the event, click the event name and make
changes. Click anywhere on the calendar to exit the edit mode.
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Deleting an Event

If an event is no longer needed on the calendar or has been cancelled, it
can be removed.

D Procedure:

1.  Select the event with the mouse.
2.  Select the Edit menu and choose Delete.
OR
Press [Ctrl] + [D].

OR

x

Click the Delete button on the Calendar toolbar.

3. Outlook removes the event from the calendar.

Tip:

. An event can also be deleted by right-clicking the event and selecting
Delete from the pop-up menu.

Warning:

. An event cannot be deleted by using the [Delete] key.
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Working with Recurring Events

Like appointments, events can be made to recur on a regular basis, such
as monthly or yearly (i.e. birthdays and holidays). Events are created,
edited and modified, and deleted in the same manner as appointments.

Recurring events will have the recurring symbol next to the subject of the

event in the calendar.

1® Calendar - Microsoft Dutlook

File Edit Wiew Fawvorites Tools  Ackions  Help

HMEW - | ™ _-/ Today EWD[k ek @mnnth @@:hedules...

 Calendar . 23 Movermber 2005

S[=1 g3

Tvpe a question For help

# £ g Mark as Read

-

»
-

Ctlook Shortbouks

Wwednesday, 23 Mowvemnber l;l

4  NMovember 2005 [

+ % Annual Review (Supervisor's OFfice) |

& ge»

S M TW TF 5

;31 2 304 5
6 7 8 91011 12

Cutlook Today 13141516 17 18 19
O?DD 20 21 22|:|24 25 26
o 27 2529 30
Inbox OBE December 2005
SMTW T F S
Q9™ 12 3
4 5 6 F & 910
Calendar o 11 12 1314 1516 17
10— 16 19 20 21 22 23 24
B 25 26 27 28 29 30 31
| 11£ 12 34567
Caontacts
=
My Shorbouts -
Other Shortcuts | 4 -3 00 -
|1 Ikem v
Please refer to the topics Creating a Recurring Appointment, Editing a
Recurring Appointment, and Deleting a Recurring Appointment in
Chapter 2 — Working with Appointments of this manual for the specific
procedures.
When creating a recurring event, choose New Recurring Event from the
menu instead of New Recurring Appointment.
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Changing an Event to an Appointment
By definition, events are essentially appointments that last 24 hours or
more, display no specific start and end time (midnight to midnight is
assumed), and by default, show time on the calendar as free. However,

there may be times that converting an event into an appointment is
desired so that specific start and end times can be entered.

Procedure:

1. Right-click the event to be edited and choose Open.
OR

Double-click the event to be edited. The Event window displays:

BEl Instructor's Conference - Event M=l E3
File Edit ‘iew Insert Format  Tools  Actions  Help Twpe a question far help =
Hsaveandciose &k [l | €3 Recurrence... | ¢F Invite Atterdess., | ! 3 wg W | & - ¥ - .
Appointment I Scheduling ]

Subject: IInstructor's Conference

Location: |Marriott - Center City j [ This is an online meeting using:  |Microsoft MetMesting j

Starttime;  [Mon 11/26/2005 | ¥ all day evertt

Endtime: Mo 11/26/2005 =]

T B

':&:' I Rer |18 hours j @%l Show time as: ||:| Free ﬂ Label: II:‘ fone ﬂ
=
=

Conkacts... | I Categories. .. | I Private r

2. Clear the All day event check box. The following changes will occur:
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e The Start time and End time time drop-down boxes will reappear.

e The title of the window will change from Event to Appointment.

e If a Reminder was selected, it will change to the default for
appointments (usually 15 minutes).

e The Show time as field will change to Busy.

Fill in a start time and end time for the appointment.

Make any other additions or corrections as needed.

Save and Close

toolbar.

Tip:

Click the Save and Close button on the Appointment

This process can easily be reversed, that is, an appointment can be
converted to an event by selecting the All day event check box.

File Edit Wew Insert Format Tools  Actions  Help Type a question For help

[ save and Close | &5 | | €% Recurrence... | ¢ Invite Attendees... | ! 3w W | 4 - ¥ - @ -

B Instructor’s Conference - Event =] E3

Appointment I Scheduling I

Subject: IInstructor's Conference

Location: IMarriott - Center City j [~ This is_an online meeting using: IMicrosoFt MetMeeting j

End time:

Skark kime;
RS

IMon 11/28/2005 hd| ¥ &l day event
IMon 11/28/2005 d|

::8{:_: = o e &I Show time as: [ Free = Label: | none =l
=
[

Conkacks. .. | I

Cakegaries.. . | I Private r
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(®

Working with Meetings

Chapter Objectives:

Understanding the Meeting Planner
Scheduling a Meeting

Editing a Meeting Request

Adding or Removing Meeting Attendees
Processing Meeting Request Responses
Checking Meeting Attendee Status
Managing New Meeting Time Proposals
Cancelling a Meeting

Sending a Message to Meeting Attendees
Responding to a Meeting Request
Proposing a New Meeting Time
Cancelling Attendance at a Meeting
Receiving a Meeting Cancellation

Working with Recurring Meetings

© 0A316

@ Abreon Page 55






Chapter 4 — Working with Meetings

Overview

Meetings and appointments are similar, however, an appointment involves
only the person using the calendar and their time, whereas a meeting
involves inviting others and coordinating their schedules. Another
difference is that a meeting may require the scheduling of resources, such
as a conference room or an overhead projector.

This chapter covers scheduling one-time and recurring meetings,
responding to meeting requests, making changes to meetings, cancelling
meetings, and tracking responses to meetings.

This chapter’s topics are organized around the two basic roles that come
into play with meetings — the Meeting Organizer and the Meeting
Attendees.

Understanding the Meeting Planner

Outlook XP includes many improvements to the Meeting Planner. This
window is displayed when the Plan a Meeting feature is used, or the
Scheduling tab of a meeting invitation is selected. It is also nearly
identical to the Group Schedule window (see Chapter 6 — Managing
Group Schedules).

BEl Plan a Meeting [_ (O] x| I Window
Zo0m — p zoom: IIDD% (Day Wiew) _=| k. 07 December 2005 controls
9:00 10:00 11:00 12:00 13:00 14:00 15:00
All attendees
=12 [Scott Concilla
= [RavField Mason [ | < Start/End
Attendee (=33 [Tosesh Sdanic I
Thomas Kuczynski ] I I bars
Type Icons lick here ko add & name
Scroll bars
Options A/;I
et = — - Start/End
Add Others | Ogions vl Mesting start time: [wed 12/07/2005 = J1z00 d| arven
1 Pl
AutoPick > < | AukaPick Next 2 | Mesting end time: [wed 12/07/2005 = J1z30 = = drop-down
boxes
Ava||ab|||ty NG B Busy % Tentative M Outof Office [ Mo Information
Iake Meeting | Close |

The following table describes the labeled sections of this window and their
use:
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Feature Description
Zoom

Zoom: | 100%: (Day Yiew) j

400%: -
300%:

200%:

=902,

=
=& Fo%

o [W'eek View) 7

Use this drop-down list to control how much information is
displayed in the planner window. This can be adjusted from 50%
(Week View) to 500%.

Attendee Type )  Meeting Organizer (black)
lcons

ﬂ Required Attendee (maroon)
ﬂ Optional Attendee (blue)

{7 Resource (green)

These icons indicate the role of each attendee. To change an
attendee’s status, click the attendee icon to display a drop-down
list and select a new status.

OptlonS S S o Mertinn skark e I'-.-'-.-'Ed 12/07 /2005 j IlEu:l:ll:l

Shiows Qnly Warking Hours

Show Calendar Details

|vwed 12/07/2005 j |17:00

| dukaPick ¥ | All People and Resources

Refresh Free/Busy all People and One Resource

Required People

Required People and Cne Resource

This drop-down menu controls what is displayed in the planning
grid and the behavior of the AutoPick feature. Calendar details
will only be displayed if the meeting attendee has granted
delegate or read permission to the meeting organizer.
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Feature Description

AutoPick Use these buttons to have Outlook automatically select a meeting
time when attendees (as set by the AutoPick Options) are
available. The main or larger button moves forward in time, while
the smaller button moves backwards. Each click will jump to
another available time slot. The backward button cannot select a
time before the current time.

Availability Busy. The member is not available. These appointments are
shown in solid blue.

Tentative. The block of time is tentatively scheduled. Tentative
appointments are colored blue with diagonal white stripes.

Out Of Office. The member is on vacation, at a conference, or
otherwise indisposed. These times are shown in purple.

No Information. There is no information about the member’s
schedule. Such blocks of time are shown as white areas with
diagonal black lines. This might indicate that the member does
not use Outlook, the account is new or does not exist, or that
there are other problems with the account.

Window controls | The Meeting Planner window can be sized like most application
windows. This allows the planner to be maximized and
minimized.

Start/End bars | These bars — the left one is green, the right one is red — indicate
the start and end time of the meeting. They can be dragged to
change the meeting date, time, and length.

Scroll bars The horizontal scroll bar is used to scroll forward and backward
through time. The vertical scroll bar — if available — will scroll
through the list of attendees.

Start/End drop- | Use these drop-down boxes to select a meeting date and time.
down boxes These will update automatically if the Start/End bars are moved.
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Working as a Meeting Organizer

The next set of topics in this chapter pertain to the role of Meeting
Organizer. The meeting organizer is the person who is in control of the
meeting, and makes the initial meeting request.

The topics covered in this section are:

Scheduling a Meeting

Editing a Meeting Request

Adding or Removing Meeting Attendees
Processing Meeting Request Responses
Checking Meeting Attendee Status
Managing New Meeting Time Proposals
Cancelling a Meeting

Sending a Message to Meeting Attendees
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Scheduling a Meeting

A meeting is defined as an activity that involves other people or resources,
such as a conference room or television. When scheduling a meeting, the
meeting organizer compares free time on other users’ schedules to find
potential meeting times. Meeting attendee “free” and “busy” times are
displayed in the Meeting Planner. The name of each attendee appears

next to their information making it simple to view their schedules.

There are two ways to schedule a meeting. The first method involves
having a specific date and time for the meeting already in mind, the other
involves knowing who should be invited, and attempting to find a date and

time when everyone can be present.

Procedure: (To schedule a meeting knowing the desired date and

time)

In the calendar notepad, select a date and time for the meeting.

Select the Actions menu and choose New Meeting Request.

OR

Right-click the selected time block and choose New Meeting Request.

The Meeting window displays:

B untitled - Meeting =]
File Edit Wew Insert Format  Tools  Actions  Help Type a guestion for help =
=lsend | & (I £, | £ Recurrence. ., @(Cancel Invikation... | ¥ 4 | @g | XK .

Appointment ] Scheduling ]
|ﬂ Invitations have nok been sent For this meeting,
To.. |l

Subject: I

Location: I j ™ This is an online meeting using: | [Microsaft MetMeeting j

Start tme:  [wed 1z/07jz00s = [13:00 | T Al day event

End time: [wed 1210712005 = [15:00 |
e )
';@:' IV Reminder: |15 minutes j @El Show time as: Ii Biusy LI Label: II:‘ Mone LI
-
[~
Conktacts, . | I Cakegories, .. | I Privake I
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3. Click To. The Select Attendees and Resources dialog box displays:

Select Attendees and Resources Ed I
Show Mames From the: IGIDI:naI Address List j
Type Mame or Select From Lisk:
Itrain
I Marne | Required - I ;I
trainadl trainall
traind02 traina2 [~
krainal3 traind0s i
brainA04 traindos Optional - | -
traina0s trainais LI
trainAle traindis
krainAl? traindl7?
brainA0S traind0s |0 =]
Mew, .., | Properties | Find... | Send Options. .. |
(] 4 | Zancel | Help |

4. Inthe Type Name or Select from List area, choose the names of the
other meeting attendees, and then select one of the following
attendance category buttons:

Button Description

Required The person must attend.

Optional The person is invited but does not have to attend.

Resources This may be any additional materials or persons needed for the
meeting, such as a conference room or projector.

5. Click OK when all attendees have been selected.

6. The selected names appear in the To field.
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B untitled - Meeting [_ (O] x|

File Edit View Insert Format Tools  Actions  Help Type a question for help |+

=lsend | &5 €, | % Recurrence... @(Cancellgvitation... 1 e | ¥

Appointment: ] Scheduling I

|ﬂ Invitations have not been sent For this meeting.,

To... | IRa field Mason; Heckor LaTorre; Armand Marting; Mark Jones; Joseph Searles|

Subject: I

Location: - is i an online meeting using:  |Microsoft fetMeskin N
Locati [ This i l fing usi fi q

Starttims;  |wed 12/07/2005 | | [13:00 | T Al day event

Endtme:  |wed1z/o7rzo0s | =| [15:00 |

\g ¥ Reminder: Wﬂ &I Shoyi time as: | [l Busy 7| vabel: | Hore

L] L

[~
Conkacks. ., | I Zateqaries. .. || Private [

7. If desired, select the Scheduling tab to view the invitees’ calendars.

B Untitled - Meeting =]

File Edit ‘Wew Insert Format  Tools  Ackions  Help Type a guestion for help =

=l%erd | & £, <3 Recurence... S CancelIpvitation... | ' 3 | we | ¥ .

Appointment ] Scheduling ]

Zoom: IlDD% (Day Wiew) j y, 07 December 2005
0900 10:00 11:00 12:00 13:00 14:00 15:00

all Attendees
Scott Concilla

Ravfield Mason

Heckor LaTorre

Armand Marting

Mark Jones

Joseph Seatles
uclick here ko add a name

] o oo o

=]
o
o
o
o
1)

4] 1 I
Meeting skart time: IWed 120772005 j |13:IIID

£ | AutoRick Mext == | Mesting end time: | Wed 12{07/2005 j|15:uu

add Others vl Cptions vl

Le L

| Busy B Tentative W oot of Office [ Mo InfFormation
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8. If any invitee is unavailable during the selected time, choose a new time
by either dragging the Start and End bars, using the Meeting Start
Time and End Time drop-down boxes, or use the AutoPick feature to
have Outlook choose a time automatically.

9. Select the Appointment tab to return to the meeting invitation. Use the
following table to complete the fields in the meeting invitation:

Option Description ‘
Subject Type a descriptive name or title for the meeting. The title bar of
the meeting invitation will change to match the subject.
Location Enter the location of the meeting, or select a previously used

location from the drop-down list. Note: This does NOT schedule
or reserve a conference room or resource. In order to reserve a
conference room using the calendar, there must be an entry for
the conference room in the Global Address List, and it must be
invited to the meeting in the same manner as a person.

This is an online
meeting

Check this option to create an online meeting using an
online/internet meeting service. (Do not use at PGW).

Start time Type or use the drop-down boxes to enter the beginning date and
time for the meeting.

All day event Select this check box to make the meeting an event. (See
Chapter 3 — Working with Events for more information.)

End time Type or use the drop-down boxes to enter the ending date and
time for the meeting.

Reminder Select this check box to set a reminder and use the

corresponding drop-down list to select or type the amount of time
prior to the meeting for the reminder to appear.

Play a sound

Select this button to choose the sound file to be played when the
reminder appears.

Show time as

Choose Free, Tentative, Busy, or Out of Office from the drop-
down list. This changes the appearance of available time when
others view your schedule. The default for meetings is Busy.

Page 64

@ Abreon © 0A316



Chapter 4 — Working with Meetings

Option

Label

Description ‘

Select a label (calendar coloring) for the meeting. This applies to
the meeting organizer only. Meeting attendees will be able to
assign their own labels.

Notes

Type any additional details about the appointment in this area.
This area is also used to insert or attach a file, such as a meeting
agenda. Use the Insert, File menu command, or the Insert File
button on the Meeting toolbar.

Contacts

Select this option to associate this meeting with members of the
Outlook Contacts folder. Note: This does not invite the contact to
the meeting.

Categories

Select this option to display the Categories window and place this
meeting into one or more categories.

Private

Select this check box so that the details of the meeting are
hidden from others who have access to your schedule, i.e. your
delegates or others who have read permission to your calendar.

10.

=] 5end

Click the Send button on the Meeting toolbar to send a

meeting request to each of the selected attendees.
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Procedure: (To schedule a meeting without a date and time)

1. Select the Actions menu and choose Plan a Meeting. The Plan a
Meeting window displays:

I Plan a Meeting M=l E3
Zoan; IlEIEI% (Day View) j , 07 December 2005
2:00 10:00 11:00 12:00 13:00 14:00 1500
All Attendees I
{=1{ D [Scott Concilla ;I
_CIick here to add & name
I
Kl [ 2
Add Others W Qptions W
= | 2 | Mesting start time: [wed 12/07/2005 | [13:00 =
s< | auoPickNedt>> | mectigendtime: [wed 1zjo7zoos  v| [13:30 =

B Busy % Tentative B Qutof Office [ Mo Information

Make Meeting I Close: |

2.  Click Add Others and choose Add from Address Book. The Select
Attendees and Resources dialog box displays:

Select Attendees and Resources E2 I

Show Mames From the: IGIu:ubaI Address List j

Type Mame or Select From Lisk:

I Mame | Reguired - Scott Concilla
trainall trainadl ;I

traind0Z traindlz

trainA0s traindds

brainA04 trainAdd Optional -
traind05 traindls

trainAoG trainals
trainA07 traindl? 1 -
trainADS trainADE - _ Resourzs > |

T, . | Properties | Find... | SendOgtiDns...l

H DN DpN

QK | Cancel | Help |
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3. Inthe Type Name or Select from List area, choose the names of the
other meeting attendees, and then choose either Required, Optional,
or Resources. (See the previous procedure for a complete description
of these categories).

4.  Click OK when all attendees have been selected. The Plan a Meeting
window displays the meeting attendees in the All Attendees list:

Bl Plan a Meeting M=l 3

Zoan; IlEIEI% (Day View) j , 07 December 2005
9:00 10:00 11:00 12:00 13:00 14:00 15:00

all attendees
) [Scott Concilla
@ [Ravfield Mason ] ]

& [10serh Selanic I I
€ [Thomas kucevnski | I |

_Click here to add & name

0 o o

4] S [
Add Others v | _ogtons v | Mesting start time: [wed 12/07/2005  =| [13:00 =

== | AutaPick Next > | Mesting end time: [wed 120772005 | [13:30 =

W Busy % Tentative M Outof Office [~ Mo Information

Make Meeting | Close |

5. Choose a time for the meeting by either dragging the Start and End
bars, using the Meeting Start Time and End Time drop-down boxes, or
use the AutoPick feature to have Outlook choose a time automatically.

6. Once atime, date, duration have been chosen, click Make Meeting.
The Meeting window displays:
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B untitled - Meeting =]

Eile Edit  Miew Insert Format  Tools  Actions  Help Twpe a question for help (=
=lzend | & ] €,  <3Recurrence... G Cancellnvication.. ! 3 we | X .

Appointment I Scheduling I

|ﬂ Invitations have not been sent For this meeting,

Ta... | !Ra field Mason; Joseph Szlanic; Thomas Kuczynski

Subjeck: ||

Location: I j [ This is an online meeting using: IMicrosoFt MetMesting j
Start tme:  [wed 1zjorjzo0s | x| [16:00 x| T Al day event
Endtims:  |wed1zjozizoos | =| [17:00 |
:Qf: [ Reminder: |15 rhinukes j ﬁl Show time as! Ii Busy x| vLabet ||:| Mone |
=]
=

Contacts, .. | I Cateqgories, .. || Privake (Il

Using the table in the previous procedure, fill out the remaining fields as
necessary.

(=] 5end

Click the Send button on the Meeting toolbar to have Outlook
send the meeting invitation to the invitees.

Tips:

To convert a meeting invitation into an appointment, click the Cancel
Invitation button on the Meeting toolbar.

If meeting response e-mails from invitees are not desired, select the
Actions menu and uncheck Meeting Responses. Meeting attendee
status can still be checked via the original meeting request.

To prevent meeting attendees from proposing new times for a meeting,
select the Actions menu and uncheck Allow New Time Proposals.

To indicate an importance for the meeting to the invitees, click either the
Importance: High or Importance: Low buttons on the Meeting toolbar.
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Editing a Meeting Request

After the initial meeting request has been sent to the attendees, it may be
necessary to change some aspect of the meeting, such as the date, time,
length, or location.

D Procedure:

1. Open the meeting. The Meeting window displays:

i Staff Project Meeting - Meeting [_ [T x]
File Edit Wiew Insert Format Tools  Actions  Help Type a question for help =

[ save and Close | [=15end Update | & (I €, | <3 Recurrence... | P Invite Atterdess.. | ¢ 3 | X | &+ -w -2 7

Appointrment I Scheduling I Tracking I

|ﬂ 2 attendees accepted, O tentatively accepted, 0 declined. |

To... | IAmeth st Burris; Rosemarie Higains

Subject: IStaFF Project Meeting

Location: I j [ This is an online meeting using: | Microsoft MetMeeting j
Starttime;  |Fri 12092005 x| [1z:00 x| ™ alday event
End time: [Fri 12092005 x| [13:00 i
:\&E ¥ Reminder: |15 minukes j ﬁl Show time as: Ii Busy j Label: ||:| Mane j
=l
=

Conkacts... | I Categories... | I Private r

2. Onthe Appointment tab, make the desired changes to the meeting.
OR

Select the Scheduling tab to make changes to the date, time, or length
of the meeting using the Meeting Planner.

3. =] 5end Update

Click the Send Update button on the Meeting toolbar to
send an e-mail notice to all meeting attendees.

OR
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Save and Close

Click the Save and Close button on the Meeting
toolbar. The following dialog box displays if changes were made to the
date, time, or length of the meeting:

Microsoft Outlook E2

I E You have changed the meeting "Staff Project Meeting”, Would vou like to send this updated meeting ko the attendees now?

Mo | Cancel |

Click Yes to send the update notice to the meeting attendees.

Warning:

Outlook will only automatically ask to send an update to meeting invitees
if changes are made to the date, time, or length of the meeting. For
example, if text is added to the notes area, and the user clicks Save and
Close, Outlook will not ask to send an update. To ensure that an
update is sent to meeting invitees, it is best to click the Send Update
button on the Meeting toolbar.

Tips:

@ Meeting update notices will have the same e-mail icon as the
original meeting invitation, however, the word Updated will appear at
the beginning of the Subject line.

Meeting update notices will contain the same response buttons (Accept,
Tentative, Decline) as the initial meeting invitation. Meeting invitees
will be able to respond to the update as they did the initial invitation.

If the time, date, or duration has not changed, selecting Accept on the
update notice will not add the meeting to the calendar again.
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Adding or Removing Meeting Attendees

A meeting organizer can add or remove meeting attendees from a
meeting once it has been scheduled.

Procedure: (To add attendees to a meeting)

1. Open the meeting to be edited. The Meeting window displays.
2. Click To.
OR

Select the Scheduling tab, click Add Others, and then choose Add
from Address Book.

OR

Select the Actions menu and choose Add or Remove Attendees. The
Select Attendees and Resources dialog box displays.

3. Select the additional attendees and click OK.

4. Save and Clase

Click the Save and Close button on the Meeting
toolbar. The Send Update to Attendees dialog box displays:

Send Update to Attendees I

ou have made changes to the lisk of attendees. Choose
one of the Follawing:

L.}

{+ Send updates only to added or deleted atkendees,
{~ Send updates ko all attendees.
{~ Don't send update,

Cancel |

5. Choose the desired option and click OK.
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Procedure: (To delete attendees from a meeting)

1. Open the meeting to be edited. The Meeting window displays.

2. Inthe To field, click the attendee name to be deleted and press the
[Delete] key.

] Staff Project Meeting - Meeting =]

File Edit Wiew Insert Format Tools  Actions Help Type a guestion for help =
[ save and Close | (=]Send Update & [l €, | <3 Recurrence... | P Invite Attendess... | ¢ 4 | X |4 - w - (7 2

Appointment I Scheduling I Tracking I

|&2 attendees accepted, O tentatively accepted, 0 declined. |

To... | IMWE Bosermarie Hiqgins

Subject: IStaFF Project Meeting

Location: ISupervisor's Office j ™ This is an online meeting using:  |Microsaft MetMeeting j
start time;  |Fri 12/09/2005 j |12:00 j [~ &l day event
End kime: [Fri 120972005 | [1z:00 |
S
':@:' I” Reminder: |15 minukes j @El Show time as: Ii Busy LI Label: II:‘ Mone ;I
El
=l

Contacts. .. | I Cateqgories. .. || Private (l

3. Save and Clase

Click the Save and Close button on the Meeting
toolbar. The Send Update to Attendees dialog box displays:

Send Update to Attendees I

You have made changes to the lisk of attendees, Choose
I one of the Following:

f+ Send updates only to added or deleted attendees,

{~ Send updates to all attendees,

Cancel |

4.  Choose the desired option and click OK.

i~ Don't send update,
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Processing Meeting Request Responses

When a meeting invitation is sent, the meeting attendee initially has the
choice of responding with Accept, Tentative, Decline, or Propose New
Time.

Once the attendee selects one of these options, they then have the option
to send a response to the meeting organizer. If either the Send response
now or Edit the response before sending option is chosen by the
meeting attendee, an e-mail is sent to the meeting organizer.

The following table shows the e-mail icons associated with each meeting
response that a meeting organizer will see in the Inbox.

Icon Description

e The meeting has been accepted. Accepted will appear in the
(? Subject line of the e-mail.
'ﬁ The meeting has been accepted tentatively. Tentative will

appear in the Subject line of the e-mail.
OR

The meeting attendee has proposed a new time for the meeting.
New Time Proposed will appear in the Subject line of the e-
mail.

ﬁ The meeting has been declined. Declined will appear in the
Subject line of the e-mail.

Meeting request responses can be deleted, moved, forwarded, and replied
to like standard e-mails.

Once meeting responses are read by the meeting organizer, the attendee
information in the Tracking tab of the meeting is updated automatically.
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Checking Meeting Attendee Status

After a meeting request has been sent, the meeting organizer can check
whether attendees have accepted or declined the meeting invitation. This
procedure is more reliable than keeping track of individual meeting
request responses, since the meeting attendees are not required to send
a response.

The Tracking tab of the meeting, which is added after the meeting
request has been sent, shows each invited attendee, their attendance
status (required or optional), and their response status. The meeting
organizer is the only person who can view the status of attendees.

Procedure:

1.

2.

Open the meeting. The InfoBar of the meeting will contain a summary
of the responses to date:

i staff Project Meeting - Meeting =]

File Edit Wew [Insert Format Tools  Actions Help Type a question for help |+
[ save and Close | (=15end Update | &5 (] €, | 3 Recurrence... | @0 Invite Attendees., | 8 3 | X |4 - w - [7) ¥

Appointment I Scheduling I Tracking I

&2 attendees accepted, O tentatively accepted, 0 declined.
This appointment occurs in the past,

To,.. | Inmeth st Burris; Rosematie Higgins

Subjeck: IStaFF Project Meeting

Location: ISupervisor's Office j [~ This is an online meeting using: | Microsaft MetMeeting j

Start ime; Fri 12/09/2005 | [1z2:00 | [ &l day evert
L Vi

End time: [Fri 120972005 | [1z00 |

:\& I” Reminder: |15 minutes j ﬂl Show time as: Ii Busy ;I Label: ||:| Mone ;I
| =
-

Contacts.. . | I Categories. .. | I Private r

Select the Tracking tab to view detailed information about each
attendee and their response status.
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=1 E3

Twpe a question for help |+
'l X a-9-0 2

] staff Project Meeting - Meeting

File Edit Wew Insert Format Tools  Actions Help
[& Save and Close | (=] Send Update &5 [ €, | O3 Recurrence... | @5 Invite Attendses. ..

Appoinkment I Scheduling I Tracking I

The Following responses to this meeting have been received:

MName Attendance Response :I
1=|Scott Concilla Meeting Organizer Mone
{=1|amethyst Burris Required Attendee Accepted
{=A|Rosemarie Higgins Fequired Attend Accepted

JClick hiere to add a name

Save and Close

when finished.

Tip:

Click the Save and Close button on the Meeting toolbar

In some cases, the information on the Tracking tab may appear to not
be current, especially when a meeting attendee has chosen not to send
a response. Check the meeting again later to see if the responses have
updated by the server.
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Managing New Meeting Time Proposals

If enabled, meeting attendees have the option of proposing new dates and
times for meetings that they have been invited to. For example, a meeting
attendee’s calendar may show them as Free or available, but they may
have reasons for wanting the meeting on another date and time.

If new meeting time proposals are received, the meeting organizer will
need to review the proposals and either accept the proposed date and
time or do nothing to leave the meeting at its scheduled time.

When a proposal is accepted, the meeting organizer should send an
update to the attendees informing them of the change. The attendees will
again be able to Accept or Decline the updated meeting invitation.

Procedure: (To review and accept a single proposal)

1. Open the meeting response e-mail. The InfoBar will indicate the
attendee has tentatively accepted the meeting and proposed a new
time.

& Mew Time Proposed: Training meeting - Meeting Response

File Edit ‘iew Insert Format Tools  Actions  Help Type a question For help |+

" Accept Proposal EE‘E')S'-.-'inaﬂ.f'.ll Proposals | By % PPN @ },}

|ﬂ IT Training Room 7014 has tentatively accepted and proposed a new time for this meeting. |

From: IT Training Roorm 7014 Senk: Tue 12/20/2005 17:18
T Scotk Concilla
Ce

Subjeck:  Mew Time Proposed: Training meeking

Current:  Wednesday, 21 December 2005 09:00-12:00.
Proposed: ‘Wednesday, 21 December 2005 10:00-12:00,
Location:

Accepted: Mo attendees have accepted.
Tentative: [T Training Foom FO14

Declined: Mo attendees have declined.

! [—
Mew Meeting Time Proposed:
YWednesday, 21 December 2005 10:00-12:00 (GMT-05:00) Eastern Time (US &
Canada).

[~
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2.

4.

Review the Current and Proposed information for the meeting.

" Accept Proposal

To accept the proposed date and time, click the Accept

Proposal button on the Meeting Response toolbar. The Meeting
window displays:

File Edit Yiew Insert Format Tools  Actions  Help

[ save and Close | (=]5end Update | &5 (I €. | £3Recurrence... | 5P Invite Attendees...

M[=] E3

Type a question for help =

' L (X |(+-w-32

B Training meeting - Meeting

Appointment I Scheduling I Tracking I

€3 0 attendees accepted, 1 tentatively accepted, O dedlined.
1 attendee proposed a new time fFor this meeting, Click the Scheduling tab for details,

To,.. | IIT Training Room 7014; IT Training Room 701k

Subjeck: ITraining meeking

Location: I

j [ This is an online meeking using:  |Microsaft MetMeeting j

start timer  [wed 12fz1jzo05 | [10:m0 x| Il day event
x| [rz:00 |

End time: |wed 12(21/z005

:@’\ [~ Reminder: Wﬂ &I Show time as: Ii Busy x| Label ID Mone =
| =
=

Contacks., .. | I

Cateqaries... | I Private |

Type a message to the meeting attendees and/or set any additional
meeting options as desired.

=] 5end Update

Click the Send Update button on the Meeting toolbar to

send an updated meeting request notice to the meeting attendees.
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Procedure: (To review multiple proposals)

Open any of the New Time Proposed e-mails.

%ﬁ Yiew All Proposals

Click the View All Proposals button on the Meeting
Response toolbar. The Meeting window displays with the Scheduling
tab open:

izl Training meeting - Meeting !E[ E

File Edit ‘Wiew Insert Tools Actions Help Type a question for help |+

[ save and Close | (=]5end Update | & €, | <3 Recurrence. .. LI B @ »

Appointment I Scheduling I Tracking I

Proposed Date and Time Duration Proposed By Attendees -

Wednesday, 21 December 2005 10:00 2 hours IT Training Room 7014 3 conflicts
Thursday, 22 December 2005 09:00 3 hours IT Training Room 7010 1 conflick
-
Zoom: IIDD% (Day Wiew) j Wednesday, 21 December 2005
13:00 14:00 15:00 16:00 05:00 09:00 10:00 11:00 12:
All attendees 1 I
=1 & |5cott Concilla
{=1| & |LT Training Room 7014
@11 ranng room 7ot | GGG I
Click here to add a name
E
Kl [—| 0
Add Others w Options W
= | _ce | Mesting start time: [wed 12jz1/2005 | [os00 =l
<< | AukoPick Next »= | Meetingendtims: |wed 12/21/2005 | [1z:00 hd|

M eusy B Tentative B Oubof OFfice | Current Meeting Time [~ Mo InFormation

Review the proposals in the Proposed Date and Time area. Click a
proposal to display it in the scheduling grid.

To accept a proposal, select it in the Proposed Date and Time area.

Click the Appointment tab. The Start and End Time of the meeting will
change to reflect the selected proposal.

[=] 5end Update

Click the Send Update button on the Meeting toolbar to
send an updated meeting request notice to the meeting attendees.
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Tips:

To reject a proposed date and time for a meeting, simply close the
meeting response e-mail or close the Meeting window and do not select
one of the proposals.

£ The meeting organizer may click the Reply button on the Meeting
Response toolbar and write a message to the meeting attendee
explaining why the proposal was not accepted.

To prevent meeting attendees from proposing new times for a meeting,
select the Actions menu when creating the meeting and uncheck Allow
New Time Proposals.

iz Untitled - Meeting

File Edit ‘iew Insert  Format  Tools | Actions | Help
=|5end % @ E« 7% Recurrence. Mew Appoinkment  Ckrl+M wE | ¥ 1

Appointrment I Scheduling ] Recurrence... e

|ﬂ Invitations have nok been sent For this meetin Request Responses

JLCN |

Subjeck: I

Allow Mew Time Proposals E [

Zancel Invitation. ..

Location: I - i= an online rf
Forward as iCalendar

Start kirme: I'-.-'-.-'ed 120212005 j W% Forward Chrl+F

Endtime:  |wed 1z/z1j2005  w| [17:00 |

;@E V' Reminder: |15 minutes j ﬁl Shows time as: I. sy LI Label:

2 ol @ &2

Outlook can be configured so that new meeting time proposals are
always disabled for authored meetings. See Chapter 9 — Customizing
the Calendar for more information.
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Cancelling a Meeting

When a meeting must be cancelled, a message can be generated to all
attendees notifying them of the cancellation. The meeting cancellation
notice allows meeting attendees to easily remove the meeting from their
calendars.

Procedure:

Open the meeting to be cancelled. Select the Actions menu and
choose Cancel Meeting.

OR

Select the meeting and press the [Delete] key. The following dialog
box displays:

Microsoft Dutlook I

The attendees have not been notified that
is meeting "Staff Project Meeting" has been
T\ this mesting "Staff Project Mesting” has b
canceled, Choose one of the Following:

% Send cancellation and delete meeting,

" Delete without sending a cancellation,

Cancel |

Choose Send cancellation and delete meeting to send a notification
message to the attendees as well as delete the meeting from the
calendar.

OR

Choose Delete without sending a cancellation to remove the meeting
from the calendar without notifying the attendees that the meeting has
been cancelled.

Click OK.

If the cancellation notice option was selected, the Meeting window
displays:
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5.

I[=1 E3

Bl Staff meeting - Meeting
File Edit “ew Insert Faormat  Tools  Actions  Help Type a question for help
=lsend | & €, | < recurrence... e Cancel Tnvitation... | ¥ 4 | @e | X .

Appointment I Scheduling ]

-

&Meeting has been canceled.
The cancellation has not been sent for this meeting.

To... | |IT Training Room 7014

Subject: IStaFF meeting

Location: I j [ Thisis an onling mesting using: |Microsoft Hetiecting

|

start tme;  [Mon12jizizoos = [13:00 | T all day event
[Mor 1211202005 | [17:00 i

End time:

\@_’ [ Reminder: Wﬂ &I Show time as: | Fres x| tebel: |[ ] tone =
[

If desired, type a reason for the cancellation in the notes area.

=1=m] Click the Send button on the Meeting toolbar to send the

cancellation notice to the attendees.

Contacks. ., | I Categories... | I Privak:

|
n
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Sending a Message to Meeting Attendees

Once a meeting has been scheduled, Outlook provides a convenient way
to send an e-mail message to the meeting attendees without having to
create an e-mail from scratch.

Procedure:

1. Open the meeting.

2.  Select the Actions menu and choose New Message to Attendees. A
message window with the meeting attendees in the To line and the
meeting subject in the Subject line displays:

¥ Staff Project Meeting - Message (Rich Text) M=l E3
File  Edit Miew Insert Format  Tools  Actions Help Type a queskion for help =
[=15end & & = ] £, ' 1 | ¥ | «& [&]optons... @ .
Avial - 10 vin;ggg:ggzggv

Ta... | I.ﬁ.methvst Burris; Rosematie Higains
c.. ||

Subject: IStaFF Project Meeting

Flease make sure to bring your updated reports to this mesting. |

For a listing of current classes and workshops, visit the "Training Schedule™
section of the PGW Intranet at http:/pgw.pgworks.com

[

3. Type the message and add any additional message options as desired.

4 [2=M] Ciick the Send button on the Message toolbar to send the e-
mail.
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Working as a Meeting Attendee
The next set of topics in this chapter pertain to the role of Meeting
Attendee. Meeting attendees are those people who have been invited to
the meeting by the meeting organizer.

Meeting attendees do not have any control over the meeting scheduling,
but can control their attendance at the meeting.

The topics covered in this section are:

. Responding to a Meeting Request
J Proposing a New Meeting Time

. Cancelling Attendance at a Meeting
o Receiving a Meeting Cancellation
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Responding to a Meeting Request

Meeting requests are sent via Outlook e-mail and are received in the
Inbox like other messages. An enhancement to Outlook XP is the ability
to respond to meeting requests from the Preview Pane.

When a meeting request appears in the Inbox, the selects a response
which is then sent back to the meeting organizer. If the invitation is
accepted, the meeting is automatically entered into the calendar.

Procedure:

2.

@ From the Inbox, open the meeting request. Any conflicts will be
listed in the InfoBar.

S[=l E3

Type a question for help =

i Dutlook training class - Meeting

File Edit \Wiew Insert Format Tools  Actions Help

o Accept | P Tentative | 3¢ Decline Propose Mew Time E;JCaI_endar... W K -~ - @ »

¥ Please respond. |
Sent:  Thu 12)08/2005 1534

From: Scott Concilla

Required: IT Training Roorn 7014

Cpkional:

Subject: Ciatlook braining class

Location:

whien: Monday, 12 December 2005 13:00-17:00,
=
=

Choose one of the following options as a response to the meeting
request:
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Option Description

Accept Accepts the meeting and places it on the calendar.
Tentative Tentatively accepts the meeting and places it on the calendar.
Decline Declines the meeting and does not place it on the calendar.

Propose New Time | Opens the Meeting Planner to search for and propose an
alternate time and/or date for the meeting. (See the next topic
for more information).

Calendar Displays the calendar with the meeting scheduled tentatively.
Forward (button Forwards the meeting invitation to another user to invite them
image only) as an optional attendee.

3. If Accept, Tentative, or Decline is selected, the following dialog box
displays. (The Tentative and Decline options will have slightly different
wording, but the options will be the same).

Microsoft Dutlook I
',T This meeting has been accepted and will
L

be moved to wour Calendar, Do you wank
ko include comments with your response?

™ Edit the response befare sending.
% Send the response now,

{~ Don't send a response,

Cancel |

The following table describes these options:

© 0A316 9 AFireon Page 85



Chapter 4 — Working with Meetings

Option Description

Edit the response Allows the attendee to write a message back to the
before sending meeting organizer in conjunction with their response to the
meeting request.

Send the response Sends an automated response to the meeting organizer
now with the selected choice in the subject of the e-mail.

Don’t send a response | Performs the selected choice but does not send an e-mail
response to the meeting organizer.

4.  Choose the appropriate option and click OK.

5. Ifthe Edit the response before sending option was selected, Outlook
displays a Meeting Response window. The previous choice of Accept,
Tentative, or Decline will be included in the Subject of the message.

i Accepted: FY: Outlook training class - Meeting Response

File Edit Miew Insert  Formakt  Tools  Actions  Help

Slsend | [ & Bl mEe - X3,

¥ ‘Yes, IT Training Room 701b will atkend.
This message has not been sent,

To,.. ||S|:|:|I:I: Concila
.. ||

Subject: I.ﬁ.ccepted: Fus CQutlook training class

When: Mondaw, 12 December 2005 13:00-17:00,
Lacation:
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Write a response and set any other message options as desired.

(=] 5end

Click the Send button on the Meeting Response toolbar to
reply to the meeting organizer.

Tips:

The Preview Pane can be used to respond to a meeting invitation,
however, only the Accept, Tentative, Decline, and Propose New Time
buttons will be displayed.

Outlook can automatically accept non-conflicting meeting requests, as
well as decline conflicting requests. See Chapter 9 — Customizing the
Calendar for more information.

Outlook can be configured so that only delegates receive meeting
invitations and handle responses. See Chapter 7 for more information.

By default, Outlook will automatically delete a meeting invitation from the
Inbox once a response has been sent. This can be changed in the
calendar options. See Chapter 9 for more information.
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Proposing a New Meeting Time

If enabled by the meeting organizer, meeting invitees have the option of
proposing new times and/or dates for a meeting. For instance, a meeting
attendee’s calendar may show them as free at a certain time, but the
attendee might prefer to have the meeting at another time.

The Propose New Time window is a modified Meeting Planner window.
See Understanding the Meeting Planner earlier in this chapter for more
details about the features of this window.

Procedure:

1. Propose Mew Time

Open the meeting request notice and click the
Propose New Time button on the toolbar.

OR

In the Preview Pane click Propose New Time. The Propose New
Time window displays:

I Propose New Time: Training meeting

Zoom; IlDIZI% (Day Wiew) j Wednesday, 21 December 2005
14:00 15:00 16:00 05:00 09:00 10:00 11:00

all Attendees
B [Scott Concilla
IT Training Room 7014
@ [IT Training Room 7010

[ )
o

3
KN 1 2
Add|Cthers Cptions W
| _on | Mesting start time: [wed 12jz1jz005 = [os:00 |
=2 | AutoPick Mext =2 | Meeting end time: |wed 12/21/2005 | [1z:00 =]
W cusy B Tentative [ Outof Office | Current Meeting Time [~ Mo Information
Current Meeting Time | Propose Time I Cancel |

2. Use either the Start and End bars, AutoPick, or the Meeting Start and
End time drop-down boxes to select a new time for the meeting. To
restore the original meeting time, click Current Meeting Time.
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3. Click Propose Time. The Meeting Response window displays:

i Mew Time Proposed: Training meeting - Meeting Response

File Edit Wiew Insert Format Tools  Actions  Help

Hsend S| 4L BRI BE - X3,

€ IT Training Room 7014 is proposing a different time For this meeting.
This message has not been sent,

To... ||5n:|:|tt Concilla
.. ||

Subject: INew Tirme Propased: Training meeting

Current:  Wednesday, 21 December 2005 09:00-12:00,
Proposed: Wednesday, 21 December 2005 10:00-12:00.
Lacation:

[

4. Type a message if desired and set any message options as needed.

5. =] 5end

Click the Send button on the Meeting Response toolbar to
send the proposal to the meeting organizer.

Tips:

. To quit creating a new time proposal and return to the original meeting
invitation, click Cancel in the Propose New Time window.

. To cancel a new time proposal before it is sent, Close the e-mail without
sending it.
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Cancelling Attendance at a Meeting

After a meeting has been accepted and placed on the calendar, a meeting
attendee may choose at a later date to cancel their attendance. Use
either of the procedures below to cancel meeting attendance.

Procedure:

1. Select the meeting in the calendar.

2. =

Click the Delete button on the Calendar toolbar.

OR

Press the [Delete] key. The Confirm Delete dialog box displays:

Confirm Delete I
rf The meeting "Cutlook training class" was already accepted,
L
{+ Delete and send a response bo the meeting organizer.

{" Delete without sending a response.

Cancel

d

3.  Choose the desired option and click OK.

4. Ifthe Delete and send a response option was selected, the following
dialog box displays:

Microsoft Dutlook I
¥ou already senk a response for this
! meeting, Do you want to include
comments with this response?

% Edit the response before sending.
" Send the response now,

" Don't send a response,

Cancel |

5. Choose the desired option and click OK.
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6. If Edit the response before sending option was selected, Outlook
displays a Meeting Response window with Declined in the Subject.

7.  Write a response and set any other message options as desired.

8. =] Send

Click the Send button on the Meeting Response toolbar to
reply to the meeting organizer.

Procedure:

1. Open the meeting on the calendar.

2.  Select the Actions menu of the meeting and choose Decline.

OR

» Decline

Click the Decline button on the Meeting toolbar. The
following dialog box displays:

Microsoft Dutlook I
' You already senk a response for this
T meeting. Do you want ko include
comments with this response?

% Edit the response before sending.
" Send the response now,

" Don't send a response,

Cancel |

3.  Choose the desired option and click OK.

4. If Edit the response before sending was selected, Outlook displays a
Meeting Response window with Declined in the Subject.

5.  Write a response and set any other message options as desired.

6. =] 5end

Click the Send button on the Meeting Response toolbar to
reply to the meeting organizer.
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Receiving a Meeting Cancellation
When a meeting is cancelled by the organizer, Outlook will send a notice

to all meeting attendees if the organizer has selected the Send
cancellation and delete meeting option.

Procedure:

3
In the Inbox, open the meeting cancellation notice. The
Canceled: Meeting notice displays:
i Canceled: staff meeting - Meeting =]
File Edit Miew Insert  Formak  Tools  Actions  Help
Remove from Calendar | o8 | W& | 7 4 « W - @ .
|&Meeting fFor IT Training Room 7014 has been canceled.,
Frarm: Scotk Concilla Sent:  Thu 12/08/2005 15:23
Required: IT Training Room 7014
Optional:
Subject: Canceled: Staff meeting
Lacation:
When: Monday, 12 December 2005 13:00-17:00.
2. Remove from Calendar .
Click the Remove from Calendar button on the

Meeting Cancellation toolbar to have Outlook automatically delete the
meeting from the calendar.

3. The meeting cancellation notice is automatically moved to the Deleted
Items folder.
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Working with Recurring Meetings

Like appointments and events, meetings can be made to recur on a
regular basis, such as weekly or monthly. Recurring meetings are
created, edited and modified, and deleted in the same manner as
recurring appointments.

Recurring meetings will have the recurring symbol next to the subject of
the meeting in the calendar.

& Calendar - Microsoft Dutlook M=
File Edit ‘iew Favorites Tools  Actions  Help Type a question for belp (=
H Mew = | 20 | Today E Wark \Week, m Week @ Manth @ Schedules. .. i’ EE preview Pane ’,’

# Calendar . 14 pecerrber 200 | Address

~| 4 Decemberzoos b |
SM TW T F G
27252030 1 2 3
4 5 & 7[8 910

Wednesday, 14 December

Cutlook Shorbouks
SORNN

Cutlook Today 1112 13 1516 17

O?EIEI 18 19 2021 22 23 24

o 75 26 27 26 29 30 31

123456 7
Ba an
Inbox 08—

0 TaskPad ;I
OQE Click here to a..,

Conduct an as...

Increase the n...
Mext kime I aff...

|
Calendar 10 oo 0
O
[1|Publish Quarte. ..
O
O

£ e
) 1 1 oo W Al Weekly ENET Wark Stakus Meeting (1T Conference| =
— BT  Room S Floor) -

Conkacks Request credi...

2%

Tasks ;I 13E

POSREO

Finalize abrea. ..

My Shorkcuts oo
14—
Other Shartcuts LI j
|1 Item i

Please refer to the topics Creating a Recurring Appointment, Editing a
Recurring Appointment, and Deleting a Recurring Appointment in
Chapter 2 — Working with Appointments of this manual for the specific
procedures.

For meeting organizers, when creating a recurring meeting, choose New
Recurring Meeting instead of New Recurring Appointment.

For meeting attendees, attendance at recurring meetings is the same as
regular meetings. Attendance at a single occurrence or the entire meeting
series can be modified using the previously outlined procedures.
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Chapter 5

Using Calendar Coloring

®

(

Chapter Objectives:

o Assigning Color to Calendar Items
o Editing the Calendar Coloring Labels

° Assigning Color Automatically
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Overview

A new feature of Outlook XP is the ability to use color as a tool to identify
appointments, meetings, and events. The easiest way to assign color to a
calendar item is to use the Label drop-down list in the item window.

The labels can be customized to suit an individual users’ needs. Each
item can have only one label, but exceptions can be used to apply a color
to individual item in a series that is different from the default color of the
series.

Rules can also be created that direct Outlook to assign color and labels
automatically based on the criteria specified by the user.

Assigning Color to Calendar Items

Calendar items can be colored with one of 10 predefined colors, each of
which has a corresponding text label. The default label choices are:

Important
Business

Personal

Vacation

Must Attend
Travel Required
Needs Preparation
Birthday
Anniversary
Phone Call

Color can be assigned to a calendar item when it is created via the Label
drop-down list box, it can be added later using the Calendar Coloring
button on the Calendar toolbar, or it can be added using the pop-up
menu.
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D Procedure: (To assign color using the Label drop-down list)

1. Open the calendar item. The corresponding window displays:

Bl Outlook XP - Calendar - Appointment Hi=1 E3

File Edit Wiew Insert Format  Tools  Actions  Help Tvpe a question For help (=
L saveand Close | &5 ([ | % Recurrence... | ¢ Invite Attendees... ! L | we K | & - W - .

Appointrment ] Scheduling I

Subject: |Outlook #P - Calendar

Locakion: IIS Training Room 7014 j [~ This is an online meeting using:  |Microsoft MetMeesting j
Start tine: |Thu 12/15/2005 I [ | ™ Al day event
Endbme:  [Thutzfisfzoos | = [1e:00 |
e .
';&:' [V Reminder: |1 day j <E)E| Show time as: I. Busy LI Label: |[] Mone ;I
Imparkant
Meetings
Personal
Vacakion

Must Attend
Travel Required
Meeds Preparation
Birthday
Anniversary

|| Phone cal

[ -]
Conkacks,.. | | Cateqaories. .. | | Private r

2.  Select the Label drop-down list and choose a label name and color.

3. Save and Close

Click the Save and Close button on the toolbar.
Outlook displays the calendar item with the selected background color.
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3.

Procedure: (To assign color via the Calendar Coloring toolbar

button)

Select the calendar item in the calendar.

Calendar Coloring menu displays:

= I Today | [1]Day [5]wark we

[] Mone

Imnporkant
Business
Personal
Wacation
Must Atkend

Travel Required

Birthday
Anniversary

Phone Call

Edit Labels. ..

Meeds Preparation

Aukomatic Farmatting.. .

Click the Calendar Coloring button on the Calendar toolbar. The

Choose the desired label and color. Outlook changes the background of

the calendar item to the selected color.
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Procedure: (To assign color via the pop-up menu)

1. Select the calendar item by right-clicking its left border. A pop-up menu

displays:
Qo
08_ H #E Outlook %P - Calendar (IS Training Raom 7014}
09E Open
10™ =
[
117 =
2 o & Forward
Private
13£ Show Time As »
I| Label 4 | D Mone
:I.‘I'E Aukarmatic Formatting. . Impartant
15£ Cateqgories... Meetings
¥ Delete |:| Personal
162 |:| Wacation
17 i Must Attend
T [] Travel Required
18£ |:| Meeds Prepat ation
irthday
19E Anniversary
o0 Phone Call
20% Edit Labels...

2. Select the Label menu. The color choices display.

3. Select a label and color. Outlook changes the background of the
calendar item to the selected color.

Tips:

. The color choices on the Calendar Coloring menu will be dimmed if no
calendar item is selected.

o Color can be removed by choosing None from the menu.

. Meeting organizers can assign color to a meeting, however, it will not be
received by the meeting attendees.
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Editing the Calendar Coloring Labels

customization of the text of the individual color labels.

Procedure:

While the number and choice of colors is limited, Outlook does allow

Click the Calendar Coloring button on the Calendar toolbar. The
Calendar Coloring drop-down menu displays.

Choose Edit Labels. The Edit Calendar Labels dialog box displays:

Edit Calendar Labels I

IImpu:urtant

IMeetings

|:| IF‘ersnnaI

|:| I'-.-'au:ati-:un

|Must Attend

|:| ITraveI Required

|:| INeeds Preparation

IBirthda':.-'

IF'.nni'-.fersary

|:| IF'hu:une Call

]

Cancel

Choose a label to modify by clicking in the field. Delete the displayed

text and type the new label.

Repeat step 3 for all labels to be modified.

Click OK when completed.

© 0A316

@ Abreon

Page 101



Chapter 5 — Using Calendar Coloring

Warnings:

. When using the Edit Labels feature to change the text for a label, be
sure to keep a list of the original label text and the new text. Outlook
does not have a “restore” or “reset” feature to return the list to its default.
The original or default list can be found at the beginning of this chapter.

. When grouping or filtering based on the Label field in a table-based
calendar view, Outlook will ignore the customized label text and
continue to present the original default label text. However, the
placement of the label in the list remains the same.

For example, in the appointment below, the label displays the
customized text of Training Classes:

Bl Outlook XP - Calendar - Appointment [_ (O] x|
File Edit Wiew Insert Format  Tools  Actions  Help Tvpe a question For help (=
L saveard Close | &5 (I | £ Recurrence... | ¢ Invite Attendees... ! b @& K | 4 - W - .
Appointrment ] Scheduling I

Subject: |Outlook %P - Calendat]

Locakion: IIS Training Room 7014 j [~ This is an online meeting using:  |Microsoft MetMeesting j

Start tine: |Thu 12/15/2005 I [ | ™ Al day event

Endbme:  [Thutzfisfzoos | = [1e:00 |
T _-"'
;&\ v Reminder: ITj ﬁl Show time as: I. sy LI Label: ||:| Training Classes ;
:l
;l
Conkacks,.. | | Cateqaories. .. | | Private r

However, if the calendar is in a table view, the group and column display
the original label of Personal:

=l Label : Personal (2 items)
Excel ¥P - Introduction I3 Traini,.. [Tue 11729200, .. [Tue 11/29/20.. Personal
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Assigning Color Automatically

Outlook also allows the creation of rules to automatically color
appointments that meet established criteria. For example, a specific color
could be applied to all meeting requests from a particular person.

Manual coloring always takes precedence over automatic coloring, so if
manual coloring has been applied to an item, automatic coloring will not
be applied to it.

Procedure:

Click the Calendar Coloring button on the Calendar toolbar. The
Calendar Coloring drop-down menu displays:

E’ I Today m Dray El Work We
|:| Maore

Irnpoartank

Business

Personal

Wacation

Must Akkend
Travel Required
Meeds Preparation
Birthday

Anniversary

Phone Call

Edit Labels. ..

Aukomatic Formatting. ..

2. Choose Automatic Formatting. The Automatic Formatting dialog
box displays:
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Automatic Formatting |

Rules for this wigw:

=]

Delete

Mere e

j Mave Down

—Properties of selected rule

Marne: I

Label; ID Mane

Condition.,.. |

JILL LR

0, I Zancel

Click Add to add a new rule.

The Name field will be highlighted with the word Untitled in the field.
Type a new name for the rule.

From the Label drop-down list, choose a label color and name.

Click Condition to create the conditions for when the color rule should
be applied. The Filter dialog box displays:

fier ______________________________HH|

appointments and Mestings | Mare Chaices | Advanced |

Search For the word(s): Itraining j
In: Isul:ujeu:t field only j
COrganized By... | I
Attendees. .. | I
Time: II‘IDHE j Ianytime j

| Ik I Zancel Clear all
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7. Using the fields and tabs in the Filter dialog box, create the condition(s)
for the rule.

8. Click OK to close the Filter dialog box.
9. If desired, click Add to create another rule and repeat steps 4 through 8.

10. Click OK to close the Automatic Formatting dialog box.

Warning:

. Outlook maintains separate Automatic Formatting rules for every
calendar view. Therefore, when automatic formatting rules are created,
they will only be applied in the view in which they were created. For
example, if an automatic formatting rule is created in the
Day/Week/Month view (the default calendar view), that rule will not be
present or applied in any other view, such as Day/Week/Month with
AutoPreview.
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Chapter 6
Managing Group Schedules

(®

Chapter Objectives:

o Creating a Group Schedule

o Adding a Distribution List to a Group Schedule

o Viewing a Group Schedule

o Editing or Modifying a Group Schedule

o Setting up a Meeting or Sending E-mail using a Group Schedule

o Deleting a Group Schedule
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Overview

Previous chapters explained how to use Outlook to set up appointments
and meetings. However, there is an additional tool for planning and
scheduling meetings: Group Schedules. Because all user calendar
information is stored in a single database, users have easy access to the
calendars for all members of the organization.

For example, managers can get an overview of what their teams are doing
by viewing the team members’ joint schedules, or an administrative
assistant who needs to locate employees can check a group schedule for
Outlook calendars.

A group schedule allows anyone to view other calendars without having to
go through the process of scheduling a meeting. It should be noted
however that the availability information will be generic, unless the other
users have granted additional permissions to their calendars.

This chapter will show how to create and manage group schedules, as
well as how to use group schedules to perform such tasks as e-mailing a
group of users and scheduling meetings.

Creating a Group Schedule

1.

Group schedules can be thought of as “distribution lists” for calendars.
Distribution lists consist of e-mail addresses under a single title or name,
while group schedules consist of multiple calendars under a single title or
name.

Creating a group schedule is very similar to the process of scheduling a
meeting. The group schedule window is almost exactly the same as the

Meeting Planner window. See Chapter 4 — Working with Meetings for a
complete description of the Meeting Planner window.

Procedure:

Select the Actions menu and choose View Group Schedules.

OR

@ Schedules. ..

Click the Schedules button on the Calendar toolbar. The
Group Schedules dialog box displays:
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GroupSchedules —__HH]

Group Schedules saved with this Calendar:

=)

(][~ A

Delete

e
_ e |

Cancel

[

2. Click New. The Create New Group Schedule dialog box displays:

Create Mew Group Schedule I

Type a name for the new Group Schedule:

Ik I Zancel

3.  Type a descriptive name for the group schedule and click OK. The
group schedule window displays:

@ © 0A316
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# All Managers [_ (O] x|

Zoom; IIDD% (Day Wiew) j Satu
11:00 1z:00 13:00 14:00 15:00 16:00 05:00

Group Members
Click here ko add a name : ;I

Kl [ i
Add Others w | Options vl Go kot IFri 12/02§2005 j Make Mesting |

M Busy B Tentative B Outof Office [~ Mo Information

Sawe and Close I Cancel |

4. To add names from the Global Address List to the schedule, click Add
Others and choose Add from Address Book.

# All Managers [_ (O] x|

Zoom: IIDD% (Day Wiew) j Satu
11:00 12:00 13:00 14:00 15:00 16:00 08:00

Group Members

Click here ko add a name : ;I

Kl [ i
Options  # | Gotko: IFri 12022005 j IMake Meeting |
&dd From Address Book,,.
Add Public Folder. . Office [ Mo Information
Save and Close | Cancel

The Select Members dialog box displays:
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Select Members

Show Mames From the:

IGInbaI Address Lisk j

Type Mame or Select From Lisk:

|it|

| Mame

=

IT Praxima 1

Mew. .,

EEIT Network and Systems I;l
B IT News and Information
G IT Oracle DBAs

IT Cwverhead Loans ==
GE 1T Production Control

IT Praoxima 2

B IT System Operators =
3 o N NP [ . SN e ——
7 _>I_I

Properties |

Find. ..

[

| Send Cptions. .. |

K | Cancel |

Help |

5.  Choose members by scrolling, highlighting the name(s), and clicking To.
Click OK when all members have been selected. Outlook displays the
group schedule window with the selected members and their availability
information:

&2 All Managers [_ O] x|
Zoam; IIDD% (Day Wigw) j hursday, 01 December 2005
3:00 09:00 10:00 11:00 12:00 13:00 14:00
Group Members . IS .
([ 10seph Selaric . ——— B =
= |Ravfield Mason I
2-|5cott Cancilla
(2| Armand Martino I
[ J0senh Searles Il . [ |
= |Mark Jones
nclick here to add a name
=
KN 1 i
Add Others W Options vl G0 kot IFri 12j0z{2005 j IMake Meeting vl
M Busy M Tentative B Outof Office [ Mo Information
Save and Close I Cancel |
6. Click Save and Close to save the member list and close the group
schedule.
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Adding a Distribution List to a Group Schedule

Outlook distribution lists can also be added to group schedules. This can
be used as a shortcut for adding an already existing list of people to a
group schedule, or as a convenient way to display multiple schedules on

one line.

Procedure:

1. Select the Actions menu and choose View Group Schedules.
OR
@ Schedules. .. .
Click the Schedules button on the Calendar toolbar. The
Group Schedules dialog box displays.
2.  Select a schedule and click Open. The selected group schedule
window displays.
3. Click Add Others and choose Add from Address Book. The Select
Members dialog box displays:
select Members
Show Mames From the: IGI:::I::aI Address Lisk j
Type Mame or Select From List:
[pawd
I Marne To - | |Joseph Szlanic; Rayfield Mason ; ;I
. Scott Concilla; Armand Martino;
Joseph Searles; Mark Jones ;
&E PGW All Employees /Cons Thomas Kuczynski s Dan Grady
IE PGW Attorneys Don McGeorge ; Greq Fishberg;
ifE PGW Corporate Communi John Eaton; Kendra Yail;
% PGW Credit/Collections gﬁitiu':r;:"?_::t"'a shelly Doara;
% PGYW Customer Accountin__|
PaW Customer Service Depar
{E PGW Customer Service Di _
ﬁj‘_." [ T T B -, n__;Lrl ;I
Mew, . | Propetties | Find. .. | Send Opkions. .. |
Ik | Cancel | Help |
4.  Select the distribution list name and click To.
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5.

6.

Click OK to return to the group schedule.

The list name will appear in the Group Member list with a plus sign [+]
next to the name of the list.

&% All Managers

[l E3

Zoom; IIUD% (Day Wiew)

=

13:00

Group Members

Joseph Szlanic

Ravfield Mason

Scokt Concilla

Armand Martino

Jozeph Searles

Mark Jones

Thomas Kuceynski

PGW IT Consultants

| AT AT

Click here to 5dd a name

Kl

14:00 15:00

16:00

r

Add Others vI Options vl G0 bat IFri 12{02{2005 j Make Meeting vl

Saturday, 03 December 2i
0g8:00 09:00 10:00

B

W Busy % Tentative M Outof Office [ Mo Information

Save and Close | Cancel |

If desired, click the plus sign [+] to expand the list into its individual
member names. The Expand List warning displays:

collapse it again.

[ Please do not show me this dialog again

Cancel

T ~ |

If wou expand the list, Cutlook will replace the
! list with its members, ou will not be able to

Click OK to proceed. Outlook expands the list into the individual
member names and displays their calendars:
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&5 All Managers

M=l B

Zoom; IIUD% (Day Wiew) j
13:00 14:00 15:00 16:00

Joseph Szlanic
R.=vfield Mason
Scott Concilla
Armand Marking
Joseph Searles
Mark. Jones
Thomas kuczynski
Dan Grady !
Dion MoGeorge . .
Gteg Fishberg
John Eaton
Kendra Yail

IMeeting vl

L R

|

Scott Concilla
Shelly Dogr

2| 5ue Wright ]

Click. here o add a name:

Group Members || .

Kl |
Add Others vl Cptions vl G0 kot IFri12||'02||'2005 j Make Meeting vl

17:00 15:00 159:00

=

B Busy %2 Tentative [ Outof Office [ Mo Information

Save and Close I Cancel |

Click Save and Close to save changes and close the group schedule

window.

Tip:

To not be warned in the future when expanding a list, select the Please

do not show me this dialog again check box.
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Viewing a Group Schedule

A group schedule can be viewed at any time. For example, viewing a
group schedule can be used to help get an idea of when to plan a
meeting, or it could be used to see which team members are currently in
the office.

The group schedule window is nearly identical to the Plan a Meeting
window or the Scheduling tab in a meeting invitation. See the topic
Understanding the Meeting Planner Window in Chapter 4 — Working

with Meetings for a complete description of the window features and
options.

Procedure:

1. Select the Actions menu and choose View Group Schedules.

OR

@ Schedules. ..

Click the Schedules button on the Calendar toolbar. The
Group Schedules dialog box displays:

Group Schedules

Group Schedules saved with this Calendar;

Team Members

Delete |
Cancel |

2. Choose a group schedule and click Open. The selected group schedule
displays:
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# All Managers [_ (O] x|
Zoom; IIDD% (Day Wiew) j Thursday, 01 December 2005
05:00 09:00 10:00 11:00 12:00 13:00 14:00
Group Members IS 220 S =
(= 10seph Szlanic B I
=2 |Ravfield Mason ]
[=|5cott Concilla
= |armand Martin I
E Joseph Searles | | ] ]
2 |Mark Jones
nclick here ko add & name

Kl [ i
Add Others W Options vl G0 kot IFri 12{0z)2005 j Make Meeting vl

M Busy B Tentative B Outof Office [~ Mo Information

Sawe and Close I Cancel

Click Save and Close when finished viewing the calendar.

Tips:

Instead of using the scroll bars, use the Go to drop-down box to choose
a different date.

The amount of detail shown for each member’s calendar will depend
upon the permissions that the member has granted for specific
individuals or groups. If the member has not granted any permission, no
calendar details will be available, regardless of the setting of the Show
Calendar Details option.

|
= |f adequate permission has been granted, any member’s calendar
can be viewed in a separate window by clicking the Open Folder icon in
the left-hand column next to the member’s name.

There are no Start and End bars or AutoPick in a group schedule.
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Editing or Modifying a Group Schedule

A group schedule can be edited or modified at any time. For instance, a
user may wish to add or remove a people from the group schedule.

Procedure: (To add members to the group schedule)

1. Open the group schedule to be modified.

2. Inthe group schedule window, click Add Others and choose Add from
Address Book. The Select Members dialog box displays.

3. Choose additional members by scrolling, highlighting the name(s), and
clicking To.

4. Click OK when all members have been selected.

5.  Outlook displays the group schedule window with the added members
and their availability information.

6. Click Save and Close to save the changes and close the Group
Schedule window.

Procedure: (To remove members from a group schedule)

1. Open the group schedule to be modified.

2.  Click the member name to activate the listing, then click the member
name again to highlight it and then press the [Delete] key.

OR
Right-click the member name and select Clear.

3.  The member’'s name is removed from the list. Repeat step 2 for
additional names.

4. Click Save and Close to save the changes and close the Group
Schedule window.
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Setting up a Meeting or Sending E-mail Using a Group Schedule

A group schedule can be used as a starting point for setting up a meeting
or sending an e-mail message. When choosing one of these options,
Outlook opens a new meeting request window or a message window and
the meeting request or the message is created as normal.

Procedure: (To send an e-mail to a group schedule)

1.

2.

3.

Open the desired group schedule.

Click Make Meeting. A drop-down menu displays:

#5 All Managers H=] E3

Zoom; IIUD% (Dav Wiew) j Tuesday, 06 Dece
12:00 13:00 14:00 15:00 16:00 05:00 09:00
Group Members I
Joseph Szlanic -d
R.zvfield Mazon
Scott Concilla
Armand Marking
Joseph Searles | |
Mark. Jones
Thomas Kuczynski LuncheonMeet | Bcvsitylion
Scott Concilla

Click here to add & name

R [ [

=l
Kl [ i
add others w | ogtions | Goto: |Man 12052005 | [ Mzke Mesting. wi|
Mew Meeting... —
B Busy %2 Tentative [ Outof Office [ Mo Information Mew Meeting with all...

Mew Meeting as Resource, ..
cel

Mew Mail Message...

Hew Mail Message with Al

Choose New Mail Message with All. A Message window with the
member addresses and the group schedule name as the Subject
displays:
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=] B3

-

File  Edit  Wiew Tvpe a question for help
=15end S 4 BB R o ! & ¥ e ploptons.. (3]
El====tx

& All Managers - Message {Rich Text)

Format  Tools  Actions  Help

Insert

-

k]
L]l

Arial -0 - A B I U
To... Joseph Szlanic; Ravfield Mason; Scott Concilla; Armand Marting Joseph Seatles;
Mark Jones; Thomas Kuczynski; Scott Concilla

Coo ||
=

Subiject: I.ﬁ.ll Managers

Change the subject if desired and compose the message.

4.
> Sz Click the Send button on the Message toolbar to send the
message.
6. Click Save and Close to close the group schedule window.

Tip:
To send a message to a single member of the list, first select any time
block of the member’s calendar, then click the Make Meeting drop-

down menu, and choose New Mail Message.
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schedule)

Procedure: (To create a meeting with the members of a group

1. Open the desired group schedule.

2. Using the mouse, drag over the desired meeting date and time in the
planner on one member’s calendar (it does not matter whose calendar is
selected). Outlook will highlight the time block with a solid black border.

# all Managers =
Zoom: m Tuesday, 06 December 2005 Wednesday,
15:0016:0008:00 09:00 10:00 11:00 12:00 13:00 14:00 15:00 16:00 0:5:00 09:00 11
Group Members
[ |Joseph Salanic I % -
G2 |Ravfield Mason B B
[Z|5cott Concilla Leccess o
[=|Armand Martino
[2|Joseph Searles [ | || | N |
= {Mark Jones
(2| Thamas kuczynski weiPete Juliad [ Clscation IUpdd I_Docu| | M | E
Click here to add a name
I
4] | i3
Add Others w Cptions W | G0 to: ITue 12/06/2005 j Make Meeking W |
sy entative Lk o ice o Information
|} B Tertative W Outof Office [ Mo Informati
Save and Close | Cancel
3. Click Make Meeting. A drop-down menu displays:
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4.

&2 all Managers =] I
Zoom: I?S% j Tuesday, 06 December 2005 Wednesday,
15:00 16:0005:0009:0010:0011:0012:00 13:0014:0015:00 16:0003:0009:00 11
Group Members
= [Josenh Salanic I Z =
3 [Ravfield Mason B ||
= |5cott Concilla | P
= |srmand Marting
= |Joseph Searles || || B B
= [Mark Jones
ETthas Kuczynski wfPete JuIia‘ID|acation Nupdd IDocu| | M1 | E
Zlick hete to add a name
I
4] 1 U]
add others w | ogtions w | go to: |Tue 12j08/2005 | [LMake Mesting |
Mew Meeting. .. —
B cusy B Tentative M out of Office [ Mo Information | Mew Magting with Al .
Mew Meeting as Resource, ..
el
Mew Mail Message. ..
Mews Mail Message with All...

Choose New Meeting with All. A Meeting window with the group

members in the To field displays:

File  Edit Tools Help

=lgerd | &5 (] £, | £3Recurrence... T Cancel Invitation...

YWiew  Insert  Format Actions

Appointment I Scheduling I

BE Untitled - Meeting [_ O]

Tvpe a question for help =

!l e X B,

|ﬂ Invitations hawe nok been sent For this meeting.

To.. | IJosegh Szlanic; Ravfield Mason; Scott Concilla; Armand Marting; Joseph Seatles: Mark Jones; Thormas Kuceynski
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Location: I j [~ This is an online meeting using:  |Microsaft MetMeeting j
Starttime;  |Tue 12/08/2005 =] [1z:00 | I i day event
Endbime:  [Tue 1zjoeizoos  =| [14:00 |
:\‘@E [ Reminder: |15 minutes j ﬁl Show time as: I. Busy LI Label: II:‘ Maone ﬂ
=
=
Contacks. ., | I Cateqaories... | I Brivate [
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5.  Fill out the rest of the meeting fields as desired (See the table in
Chapter 4 — Working with Meetings for a complete description of
these fields).

6. Click Send to send the meeting invitation.

7. Click Save and Close to close the group schedule window.

Q Tips:

. To create a meeting with a single member of the list, select the desired
date and time block in that member’s calendar, click the Make Meeting
drop-down menu, and choose New Meeting.

. To cancel the creation of a meeting, Close the meeting invitation
window without saving changes.
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Deleting a Group Schedule

If it is no longer needed, a group schedule can be deleted from Outlook.

Procedure:

1. Select the Actions menu and choose View Group Schedules.

OR

@ Schedules. ..

Click the Schedules button on the Calendar toolbar.

2.  Select a group schedule and click Delete. The Delete Group Schedule
dialog box displays:

Delete Group Schedule I

Do wou want to permanentls delete this
! Group Schedule?

3. Click Yes to permanently delete the group schedule. Click No to cancel
and return to the group schedule list.

Warning:

. Once deleted, a group schedule cannot be recovered with the Undo
command, nor will it be present in the Deleted Items folder.
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Sharing Calendars

(®

Chapter Objectives:

o Viewing Another User’s Calendar

o Designating a Delegate

o Granting Access Permission to a Calendar

o Marking a Calendar Item as Private

o Forwarding Calendar Items to Local Users

o Forwarding Calendar Items to Outside Users

o Publishing a Calendar as a Web Page
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Overview

Outlook has many powerful features for sharing calendars and calendar
items between users in a network environment. This access is granted
not by system administrators, but by the calendar author and users
themselves. This allows users to individually customize the access to
their calendar without having to involve a system administrator.

Users can be designated as delegates, which will give them access
permission to the calendar and send on behalf permissions, or a calendar
author can grant simple read permission to a group of users.

Calendar items can also be forwarded as attachments to both local users
and, using the iCalendar standard, to users on the Internet.

This chapter will cover how to view the calendars of other Outlook users,
create delegates, grant calendar permissions, and how to forward
calendar items to both local and outside users.

Viewing Another User’s Calendar

Outlook offers the ability to view another user’s or another resource’s
calendar and meeting rooms. Unlike a group schedule, this feature opens
a full calendar window that can be browsed and navigated.

First it is necessary that the calendar is open to the public, or that the user
otherwise has access to it, by way of delegates or permissions. Viewing
another calendar can help determine available meeting times, as well as
check the availability of meeting rooms and equipment.

Procedure:

1. Select the File menu, choose Open, then Other User’s Folder. The
Open Other User’s Folder dialog box displays:

Open Other User's Folder EH

Mame. .. || )4 |
Folder: ICaIendar j Cancel |

2. Click Name. The Select Name dialog box displays:

© 0A316 @ Abreon Page 127



Chapter 7 — Sharing Calendars

select Name I
Shows Mames From the: IGI:::I:-aI Address List j
Type Mame or Select From Lisk:
fpg

I Mame | Business Phone | Office | Title

¥ PGYW Accounting & Reporting !

i PGW All Employees;/Consulta...

i PGV Attorneys

i PGW Corporate Communicat...

i PGV Credit,/Collections

i PGV Customer Accounting &...
PaW Customer Service Departrent

i PGV Customer Service Dept. _Ij
3

L

[ o Tond LN I o1 S| N N PR . Wy &
i I
Lew. .. | Propetties | Find. .. |
(4 I Cancel | Help |

3.  Select the name from the Type Name or Select from List area and
choose OK. The Open Other User’s Folder dialog box displays with

the selected name:

Open Other User's Folder

Marne. .. | IIT Training Room 7014

Eolder: ICaIendar

j Cancel |

B E3

4.  Verify that the Folder selected is Calendar. If it is not, use the drop-

down list to select it.

5. Click OK when complete. The calendar for the selected user or

resource displays as a separate window:

Page 128 @ Abreon

© 0A316



Chapter 7 — Sharing Calendars

& calendar - Microsoft Dutlook — Ol x|

- Fle Edt Wiew Favortes Tooks  Actions  Help Type a question for help [+
CTolew - & X 2T Today EIWDLkWeak [7]week [31]Morth | & Schedules. . ) > - EH Preview Pane (-3 Mark as Read _

« Calendar . 16 January 2008

4 January 2006 3
SMTWwW TF S
2526 27 282930 31
i 7 A5 g T

1ol x|z 13 14

Monday, 16 January

Outlook Sharteuts
& e

Qutlock Today IT Training Room 7014 - Calendar - Microsoft Oul
{A 072 Fle Edt View Favorites Tools  Actions  Help Type aquestion forhelp = :: ;g ;;
] s y » - »|
_T 08® Calten - | & % [[]0ay|[5) work week [F]ieck [31]Month @) %G MarkssRead 2 -
Inbaozx - N
BRI - 52k o> IT Training Room 701A - Calendar 16 january 2006 | Address
oo b e
09_ Monday, 16 January ~l| 4 January 2006 2PN
B SMTWTF S
16 17 18
Calendar ].0E  E— 25 26 Z7 25 29 30 31 0% 24 25
£ e — oo 1234567 23 4
8 11 08™ B S011121314 fayg
dem - 15117 18 19 20 21
ontacts e oo
1% 09 2223 24 25 26 27 28 =]
I Qe 293031 1 2 3 4 [
‘@ e oo
13 oo 10— [ [ TaskPad ;I hen ...
Tasks - | ‘Chck here bo a... anas...
e oo
14 oo 11= There are no ikems to the n...
el e —— show in this wiew, ™" EIoff...
[-— [uli}
Journal 15 oa 12— uarke, .
- credit
[-— [uli}
1 6 i) 13— breo...
MHotes
oo
4 x| 175
My Shartcuts 18 oo
Other Sharteuts

El
4

|D Items

6. If the user does not have rights to view the calendar, the following dialog
box displays:

Microsoft Outlook

& IUnable to display the folder, The Calendar Folder could not be Found.

Tip:

. Rights to view a calendar are granted by the calendar owner. Check
with that user if access is needed or required.

. Calendars that have been previously opened will appear on the File,
Open submenu. Select a calendar from the list and click to open the
calendar without having to complete all the steps in this procedure.
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Designating a Delegate

1.

2.

3.

A delegate is another user who has been given complete access to a

calendar. For instance, a manager can make their administrative

assistant a delegate so that the delegate can administer the calendar on
the manager’s behalf.

Delegates can also be configured to receive and answer all meeting

requests from other users. The delegate will then receive meeting

requests and manage the responses.

Procedure:

Select the Tools menu and choose Options.

Select the Delegates tab.

LA

Deleqgates

Dptions ﬂ I

Preferences I Mail Services I Mail Format I Spelling I Security I Other Delegates |

Delegates can send items on your behalf. To grant permission ko
others to access vour Folders without also giving them
send-on-behalf-of privileges, go to the Properties dialog box For each
folder and change the options on the Permissions tab,

Training Specialist1
REmaye

EErTIESIaNT Sy

[esamssons...
[

Eroperties,. .

[ Send mesting requests and responses only ko my delegates, not to
me

Ok | Cancel | Apply

Click Add. The Add Users dialog box displays:
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Add Users I

Shows Mames From the: IGI:::I:-aI Address List j

Type Mame or Select From Lisk:

I Add Users

I Mame fdd -= ;I

Abby Pozefsk:y

Abraharn El
Adarn Rivera
Adbier Serrano I
Address Change
Adesgun Claiva
Administrator

Adrienne Jones -
- A den i P I RS TR

JdT1 ;IJ =
Propetties | Find. .. |

(4 | Cancel | Help |

4. Select a user and click Add.

5. Click OK. The Delegate Permissions dialog box displays:

Delegate Permissions: trainAl1 trainAl1 HE I

—This delegate has the Following permissions
(0= ditor (can read, create, and modify items)
¥ Delegate receives copies of meeting-related messages sent ko me
@ Tasks IEl:Iil:l:ur (can read, create, and modify items) j
= Inbox M -
Nl 1 [tvome =]
X
Contacks IN.:.ne j
Motes INDne j
@ Journal INDI‘lE j

[ Automatically send a message ko delegate summarizing these permissions

[T Celegate can see my private items

(o] 4 I Cancel
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6. Inthe Calendar drop-down list, select one of the following permission
levels for the delegate:

Option Description

None Delegate does not have any permission to the folder.
Reviewer Delegate can only read items in the folder.
Author Delegate can read items and create new items, but cannot

modify, change, or delete existing items

Editor Delegate can read items, create new items, make
changes, and delete any items.

7.  Select any of the following additional options:

Option Description

Delegate receives copies of The delegate will receives copies of all
meeting-related messages sent to meeting invitations, updates, and
me cancellations. Only available if the

permission level is set to Editor.

Automatically send a message to Select this check box to have Outlook send
delegate summarizing these an e-mail to the delegate with a summary of
permissions the permissions granted.

Delegate can see my private items | The delegate will be able to read and view
any items that have been marked as Private.

8. Click OK when completed. The Options window displays:
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10.

Options E I

Preferences I Mail Setup I rail Formak I Speling I Security I Cther Delegates |

Deleqates

athers ta access wour Folders without alsa giving Ehem
send-on-behalf-of privileges, go ko the Properties dialog box For each
Folder and change the options on the Permissions tab,

g Celegates can send items on wour behalf, To grant permission to

Add. .. |
Remove |

Propetties. .. |

[ Send meeting requests and responses only ko my delegates, not ko
me

Ik Cancel apply

If the delegate was granted Editor permission to the calendar, the Send
meeting requests and responses only to my delegates, not to me
check box will be enabled. Select this check box to have all meeting-
related e-mails be sent ONLY to the delegate.

Click OK when completed.

Tip:

The recipient of a meeting request created by a delegate sees the
message as coming from the calendar’s owner, not the delegate. When
the recipient opens the message, however, the header indicates that the
message was sent by the delegate on behalf of the owner. Responses
to the meeting request come back to the delegate and a copy goes to
the owner, unless the Send meeting requests and responses only to
my delegates, not to me option has been enabled.
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Granting Access Permission to a Calendar

There may be times when designating a delegate is “overkill” — that is, the
user being granted permission to the calendar may not need all the extra

options that being a delegate affords. Or a calendar owner may not want
other users to have too much access to their calendar.

In these cases, a user can grant a certain level of access permission to
their calendar, so that others can access the calendar, but not perform any
other special functions unless granted by the owner.

Also, if the calendar owner wishes to grant a large number of people
access to their calendar, it is better to set access permissions than to

create a lengthy list of delegates. For instance, the calendar owner can
grant read access to all members of their department.

Procedure:

From the File menu, select Folder, then from the submenu select
Properties for “Calendar”

OR

Right-click the calendar folder in the folder list and select Properties.
The Calendar Properties dialog box displays.

Select the Permissions tab.
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Calendar Properties [ 7] I

General I Home Page | Autodrchive
Administration | Forms Petmissions | Synchronization
Marne: Permission Lewvel:
PG Tnformation Technology Revigmer
PEW IT Consulkants Reviewear
Add... | Remoye | Bropetkies. ., |
—Petmissions
Permission Lewvel: IN.:.ne j
[T Create items [~ Eolder awner
[~ Read items I | Folder contact
[ Create subfolders [ Folder wisible
Edititems ————— Delete ikems
* Maone " Mone
" Own  Own
L | = all
(o] I Cancel | Al | Help

3. Click Add. The Add Users dialog box displays:

hddves |

Showe Mames from the: IGI:::I:uaI Address List j

Tywpe Mame or Seleck from Lisk:

Il Add Users

I Marne fdd - ﬂ

abbe Pozefsky:

Abraharn El
Adarn Rivera
Adbier Serrano I1
Address Change
Adesgun Claiva
Administrator

Adrienne Jones -
- A den i P I SRR TR
KIN| _'*I_I =
Properties | Find... |

K | Zancel | Help |
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Select a user name or names, or distribution list, and click Add.

Click OK when completed. The Name list of the Permission tab
displays the added user, users, or distribution list with a Permission

Level of None.

Adriniskration I Faorms

Permissions

Calendar Properties EE3 I
General | Home Page | futoarchive

Synchronization

Mame: Permission Level:
Default Mane

PEW Information Technology Reviewer

P IT Consulbants Reviewer

Ravfield Mason

MNone

Femowve | Properties. .. |

—Permissions

r Create items

Permission Level: INu:une

=~

™ Folder owner

[T Read items ™ Folder contact
[ Create subfolders ™ Falder visible
Edit items Delete items
' None * mone
™ own " Own
o al = al
K Cancel Apply Help
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6. Select a Name in the list and assign a Permission Level from the drop-
down list. The following table describes the access granted for each
Permission Level:

Option Description

Owner The user has all permissions and can edit and delete all
items, including those they do not own.

Publishing Editor The user has all permissions and can edit and delete all
items but does not own the folder.

Editor The user has all permissions except the ability to create
subfolders or act as the folder’'s owner. Editors can edit
and delete all items.

Publishing Author Has all permissions except the ability to edit or delete
items belonging to others and has the ability to act as the
folder's owner.

Author This level is the same as Publishing Author except Authors
can't create subfolders.

Nonediting Author Users can create and read items and delete items they
own, but they can't delete others’ items or create
subfolders.

Reviewer Users can view items but can’t modify or delete items or

create subfolders.

Contributor Users can create items but not view or modify existing
ones.
None The folder is visible but users can’t read, create, or modify

any items in the folder.
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7. If none of the predefined Permission Levels are satisfactory, create a
custom set of permissions using the check boxes and option buttons.
The following table lists what each permission allows a user to do:

Option Description

Create Items User can post items to the folder.

Read Items User can read items in the folder.

Create Subfolders User can create additional folders inside the folder.

Folder Owner The owner has all permissions for the folder.

Folder Contact The folder contact receives automated messages from the

folder such as requests from users for additional
permissions and other changes to the folder status.

Folder Visible User can see the folder.
Edit Items User can edit all items or only those items they own.
Delete Items User can delete all items or only those items they own.

8.  Click OK when completed.

Q Tip:

. To revoke a user’'s permission, select their name in the Permissions
tab and click Remove.

. It may be necessary for both the user granting permission and the user
receiving permission to exit Outlook and start again in order for the
permissions to take effect.
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Marking a Calendar Item as Private

Marking an appointment or meeting as private will make the description of
that item unavailable to all users except the author. This allows the author
to have items on their calendar that cannot be read by delegates or other
users with read permission.

D Procedure:

1. Create a new calendar item and fill out the required fields or open an
existing item.

2. Check the box labeled Private.

I Untitled - Appointment =] E3

File Edit Yiew Insert Format  Tools  Actions  Help Type a gueskion for help =

[ save and Close | & |l | £7% Recurrence. .. @Jlg\fite Attendees... | ' O} |we W |4 - w - @ .

Appointrment ] Scheduling ]

Subject: I
Location: I j [ Thisis an online meeting using:  |Microsaft MNetMeeting j
Starttimey  [Thuizfzzfzoos | [os:o0 | T il day event

End time: [Thu 1242242005 =] [pa:30 |

A geminder: [1Sminutes 7| | showtime as: [I Busy =] Label [ T hone

L] L

Vel |
Conkacts... | I Categories. .. || \ Private [ I)

3. Save and Close

Click the Save and Close button on the item toolbar.
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Forwarding Calendar Items to Local Users

Any calendar item can be forwarded to another local user so that they can
add it to their calendar. This is not the same as creating a meeting. With
a meeting, the calendar items of the meeting organizer and attendees are
“connected”. When forwarding, a copy of the item is sent to the
destination user and there is no connection between the original and the

copy.

Forwarding calendar items works well for situations such as classes,
workshops, or parties where the list of attendees may be constantly
changing. The organizer of the event can simply forward a calendar item
to each attendee at the time of their sign up, which the attendee can then
add to their own calendar. However, if the event is cancelled, each user
will have to remove the item from their calendar individually.

The forwarded item inherits all the properties and settings of the original
calendar item. For instance, if the item had a 30-minute reminder set, the
forwarded item will have a 30-minute reminder as well.

When a forwarded calendar item is received, it can easily be added to the
calendar.

Procedure: (To forward a calendar item)

Right-click the calendar item and choose Forward.
OR

Select the calendar item. Select the Actions menu and choose
Forward.

OR

Select the calendar item. Press [Ctrl] + [F]. A forward e-mail window
displays with the calendar item as an attachment in the message:
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i FW: Advanced Dutlook 98 - Message (Rich Text) M=l E3
” File Edit VYiew Insert Formak Toaols Actions Help
|[=en | @& ¢ 2@ R0 @S| 3 ¥ [Eoms. &)
“ Arial (Weskern) |1 - %| B I U |§ = == {E =
.. |]
ce.. |
Subject: IF'-.-'-.-': Advanced Outlook 95
=l
o
Advanced Outlook 95
I

2.  Select the user or users to receive the message. The item can be
forwarded to a single user, multiple users, or a distribution list.

3. Type a message and/or add any other e-mail options as desired.

4, =] 5end

Click Send on the e-mail toolbar when completed.

D Procedure: (To add a forwarded item to the calendar)

1. Open the message containing the calendar item or view it in the
Preview Pane.

2. Drag the icon in the message to the Calendar icon on the Outlook
shortcut bar.

OR

Drag the icon in the message to the Calendar folder in the folder list.
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Cigklook,
Today

S TE

Inba

_onktacks

3.  When the plus sign appears next to the pointer, release the mouse.

4. The calendar item will be added to the calendar.

Tip:

. To view the details of the item before adding it to the calendar, double-
click the icon in the message. The item will open as a separate window.
Close the item window before adding the item to the calendar.
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Forwarding Calendar Items to Outside Users

Outlook users can share calendar items with others who are not on the
local e-mail system or with people do not use Outlook. Outlook offers two
formats for exchanging calendar items — iCalendar and vCalendar.

iCalendar and vCalendar are internet-based standards for exchanging
calendar information between people who use different calendaring

programs. iCalendar is essentially a newer version of vCalendar and
should be the first choice when sending calendar items to Internet users.

Procedure: (To forward an iCalendar item)

1. Select or Open the calendar item to be sent.

2.  Select the Actions menu and choose Forward as iCalendar. A
Message window with the calendar item as an attachment displays:

B FW: ODutlook XP - Calendar - Message (Rich Text) M=l

File Edit Wew Insert Format  Tools  Actions Help  Tvpe aguestion for help =

Hed H&| 4 @RI B[ 4| v B B 2

el -lw - A BIU|[EE=EEE,
Ta,.. ||
c. ||
Subject: |FW: Cklook %P - Calendar
=
Outlook %P -
(Calendar ics (586...
[ -]

3.  Enter the recipient’s Internet e-mail address and set any other message
options as desired.

4, =] 5end

Click Send on the Message toolbar when completed.
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Publishing a Calendar as a Web Page

Another method for allowing users who are not running Outlook or are
outside the local e-mail system to view a calendar is to save it as Web
page. The calendar can be saved to any Web server using FTP, and to
some servers using HTTP.

The Save as Web Page feature creates a very functional online calendar

that can be easily viewed with any web browser, without requiring any
knowledge of HTML, a common web page language.

Procedure:

1. From the calendar folder, select the File menu and choose Save as
Web Page. The Save as Web Page dialog box displays:

Save as Web Page E I
—Duration
Start date: | Sun 01/01/2006 | Enddate: |Tue 01/31{z006 hd
— Opkions

W Include appointment details

[ Use background graphic: Browse, ..

—Save as

Calendar title: ITraining Manager Calendar

Eile name: IC:'I,temp'l,l:alendar'l,index.html Browse, ., |
¥ Open saved web page in browser Save I Cancel |

2.  Use the following table to complete the options is this dialog box:

Option Description

Start/End date Use the drop-down boxes to select the date range for the
calendar to be published.

Include appointment Select this check box to publish the details of the calendar
details items’ Notes area with the calendar.
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Option Description

Use background Select this option to use an image as a background for the
graphic calendar. Type a pathname to the file in the box, or click
Browse to select an image file.

Calendar title Enter a name or title for the calendar that will appear at the
top of the web browser. Defaults to the user’'s name.

File name Type a path name or click Browse to select the directory
where the web page(s) should be saved. This can either
be a local or network directory, or a web or FTP server.

Open saved web page | Displays the resulting calendar output in the default web
in browser browser.

3.  When all desired options have been selected, click Save.

4.  Outlook creates the calendar HTML files, and if selected, displays the
calendar in the web browser:

/} Calendar - Microsoft Internet Explorer provided by PGW [_ O[] I
File Edit Wew Favorites Tools Help ‘ :r'

GBack - J - \_LI \ELI ;\] | /._-\l Search \j\-,z Favarites @Media €(| - \.7'. -
Address I@ C:itemplcalendartindes:, hkml j Go | Links

Training Manager Calendar

January 2006

1 2 3 4 i 4} T =5
Abreon 11:00 g0 | | T Monday, 02 January 2006 -
Holiday Wieekly Updated: -
EMET Work Operations iy
Status Leadership All Day
a 3 10 T 12 13 8l Wed lay, 04 January 2006 -
ga ﬁ” VP \1\1 3”?“ PATDAY Weekly ENET Work Status Meeting
Htino T otk 11:00-12:00 (IT Canference Room &
Introduction Status Floor) every Wednesday fram 11:00 AW
== == 10 12:00 Ph)
14 16 17 18 15 20 Ml .
0830 N Friday, 06 January 2006 -
}P{gwerPomt 8’32233:% Updated: Operations Leadership Meeting
Wiorking Lgadership 10:00-11:00 {1800-5) {every Friday fram
== 10:00 AM to 11:00 Ah)
22 23 24 25 26 27 28
08:30 Excel [11:00 08:30 pavDAY| | == MonsayanuEyEI06E.
HP-Text  Wieekly Outlook XP .
Functions  |EMET Work |- Calendar 0l|‘l|.00k XF' (a1 (L)
Status 08:30-12:00
== Outlook XP - Introduction {CA)
29 30 ) 13:00-16:30
----- Wednesday, 11 January 2006 -
‘Weekly ENET Work Status Meeting
A4-00-12-00 AT M anfaranca Panea 5 LI
Saved oh 17 Jahuans 2006 1516, (GMT-05:000 Eastern Time (US & Cahada) Created by E:5 Mi
|@j l_l_ ’_ J My Computer A
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5.  When finished previewing, Close the web browser.

Tip:

. The Save as Web Page dialog box will remember the previous settings
used. This makes it easy to publish calendars on a regular basis
without having to re-enter all of the options.

. Once displayed in the web browser, click any date to have the
Appointment and Event Details list scroll to that date’s details.

Warning:

o The calendar created by this method is not dynamic, that is, if changes
are made to the Outlook calendar, the web version will have to be
created again with the new details and uploaded again to the server.
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Overview

Many people work in Outlook and never print any of the items in the
calendar. For others, the ability to print calendars and individual items is
important, such as for use in a day planner or appointment book.

The type of printout that can be created depends on the initial view of the
calendar. The following table lists the default views for the calendar, the
view type, and the print styles available for each view.

Day/Week/Month Calendar Daily, Weekly,
Day/Week/Month with Monthly, Tri-Fold,
AutoPreview Calendar Details
Active Appointments Table Table, Memo
Events

Annual Events
Recurring Appointments
By Category

This chapter examines the options and methods for printing calendars,
appointments, and meetings. It also explains how to customize the print
styles provided by Outlook to create custom styles to suit an individual's
preferences or needs.

Printing Individual Calendar Items

Any individual calendar item, such as an event, appointment, or meeting,
can be printed. Individual items are printed in memo style. Each item
must be selected and printed separately.

Multiple individual items can be printed at once, however, a table-based
view (see table above) must be selected first. See Printing in Table-
Based Views later in this chapter for more information.
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Procedure: (To print one copy of an item to the default printer)

1. Right-click the item and select Print from the pop-up menu.

OR

Open the item and click the Print button on the item toolbar.

OR
Open the item, select the File menu, choose Print, and then click OK.
2. One copy of the item will be printed to the default printer.

3. Close the item if necessary.

Procedure: (To access the Print dialog box and set options)

1. Open the item to be printed.

2.  Select the File menu and choose Print. The Print dialog box displays:

bt @H)

—Prinker

Marne: I'l,'l,PGW_TREE'l,F‘R-ISSS-IMSSID.SER'I.-'ICES.ISDD.F‘GW =] P[Dl:lertiesl

Skabus: Idle

Twpe: Imagistics im3510 PS

Where: [ Prink ko file
Canrmenk:

—Prink style —Copies
% Mema Skyle Page Setup. . Mumber of pages: Al -

Define Skyles, . Mumber of copies: I ﬁ

[ Collate copies

—Print opkions Iﬁl
] Stark each item on & new page

r Print attached files. Attachments will print to the
default printer anly.

L

(] 4 I Zancel | Prewiew |
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3. To select a printer other than the default printer, select the Name drop-
down list in the Printer area and choose a printer.

4. Inthe Print style area, click Page Setup to access options for the
appearance of the printout. (See the Changing the Page Setup
Options topic in this chapter for more information.)

5. Inthe Copies area, select the number of copies to be printed.

6. Inthe Print Options area, select the Print attached files check box if
any item attachments should be printed.

7.  To preview the printout, click Preview. Click the Print button on the
Print Preview toolbar to return to the Print dialog box.

8.  Click OK to print the item.

Q Tips:

. Memo style is the only option for printing individual calendar items,
however, custom print styles can be created based on the memo style
and saved in the Print style list. See Creating a Custom Print Style
later in this chapter for more information.
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Printing in Calendar-Based Views

Printing in a calendar-based view is the most common way to print in
Outlook. These printouts are the ones that most closely resemble
traditional calendars. Outlook offers several basic calendar print styles

that can be customized to suit a variety of needs.

Procedure:

1. Select a calendar-based view (see the table at the beginning of this

chapter for the default calendar-based views).
2.  Select the File menu and choose Print.

OR

box displays:

=4 Click the Print button on the Calendar toolbar. The Print dialog

N 1 |

—Prinket

Skatus; Idle

Twpe: Imagistics im3510 PS
Where:

Comrnent:

Mame: I'I,'I,PGW_TREE'I,F‘R-ISSS-IMSE 10,3ERVICES, 1300, PGt

j Properties |

™ Prink ko file

Weekly Style

[T =T LI
—Prink range
Start: fThu 12fzz{2005 |
End: Thu 12fz2{2005 |

™ Hide details of private appointments

—Prink style —Copies

Dailv Shvle Page Zetup. . | Mumber of pages:
Define Skyles., | Murnber of copies: |1 ﬁ

[ Collate copies

LI

-

o]

Cancel |

Presiew |

3. To select a printer other than the default printer, select the Name drop-

down list in the Printer area and choose a printer.
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4. Select a Print style. This list will default to the style that most closely
matches the current calendar view, however, any style can be selected.
The following table describes the built-in print styles:

Print Style Description

Daily Prints one day per page.

Weekly Prints one work week (as defined in the calendar Options)
per page.

Monthly Prints five weeks in a month style per page starting with

the week of the selected start date.

Tri-Fold Divides the page into three sections (left, middle, and
right). Defaults to a Daily calendar on the left, a TaskPad
in the middle, and a Weekly calendar on the right.

Calendar Details Prints calendar items with their full details as a running list
with daily group headers.

5. If desired, click Page Setup to access options for the appearance of the
printout. (See the Changing the Page Setup Options topic in this
chapter for more information.)

6. Inthe Print Range area, use the Start and End drop down menus to
select the date range to be printed.

7. Inthe Copies area, select options for the number of copies, what pages
should print (all, even, odd), and if multiple pages should be collated.

8. To view a preview of the printout, select Preview. The Print Preview
window displays:
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& Print Preview =]

@ C] Page Setup. .. %Erint... Close k‘? -

09 January -
13 January

REEEREEEL

|1 Page A

9. Click the Print button on the Print Preview toolbar to return to the Print
dialog box.

10. Click OK to print.
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Printing in Table-Based Views

Printing in a table-based view is ideal when a list of calendar items of a
particular type is desired. Table-based views are also the only way to
print multiple individual items without having to select them one at a time.

When printing in a table-based view, only the Table and Memo print styles
are available. The Table print style prints items in rows with column
headings, similar to a Word table or Excel spreadsheet. The Memo print

style prints the entire contents of an item before printing the next item,
similar to printing records in Access.

Procedure:

1. Select a table-based calendar view (see the table at the beginning of
this chapter for the default table-based views).

2. If desired, hold down the [Ctrl] or [Shift] keys and click with the mouse
to select individual items to be printed.

3. Select the File menu and choose Print.

OR

= Click the Print button on the Calendar toolbar. The Print dialog
box displays:
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ey 1

Table Skvle

Memo Style

—Prink range
i all rows

" Only selecked rows

—Prinker
Mame: I\,'LPGW_TREE'LPR-ISSS-IMSSID.SER'-.I'ICES.ISDD.PG'-.-'-.-' v|  Properties |
Stakus: Idle
Type: Irnagistics im3510 PS5
WWhere: [ Prink ko file
Corrmenk:

—Print skyle —iCopies
: Page Setup... Mumber of pages:  |all 7

Define Styles. | Murnber of copies: |1 :I

[ Collate copies

LI

o]

Cancel | Preview |

4.  Select either the Table or Memo print style.

5. Ifthe Table print style is selected, select either All rows in the Print
Range area to print all items in the list, or select Only selected rows to

print only the items that were selected in step #2.

6. If the Memo print style is selected, select the Start each item on a new
page check box to have each item in the table printed on a separate
sheet of paper, or uncheck the box to have multiple items printed on a
page. Select the Print attached files check box to additionally print any

attachments that the calendar items may have.
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10.

bt @R

—Prinker

Narne: I'I,'I,PGW_TREE'I,PR-ISSS-IMSS1EI.SER'-.I'ICES. 1300, Paid j Properties |

Table Style

% Memo Style

Status: Idle
Type: Irnagistics im3510 PS
where: ™ Print ko File
Corrmenk:
—Prink style —i_opies
Page Setup. .. Mumber of pages: |all =

Define Styles. . | Mumber of copies: |1 j

[ Collate copies

—Print opkions

IV Start each itermn on a new page! Iﬁl

default printer only,

r Prink atkached Files. Attachments will print to the

ok I Cancel | Preview |

Click OK to print.

If desired, click Page Setup to access options for the appearance of the
printout. (See the Changing the Page Setup Options topic in this
chapter for more information.)

Select any other Printer and Copies options as desired.

To view a preview of the printout, click Preview. Click the Print button
on the Print Preview toolbar to return to the Print dialog box.

© 0A316

@ Abreon Page 157



Chapter 8 — Printing Calendars

Changing the Page Setup Options

In all print styles, Outlook offers the ability to customize the printout that is
created. The Page Setup dialog box has three main tabs — Format,
Paper, and Header/Footer. The Paper and Header/Footer tabs are the
same for every print style, however, the Format tab will offer different
options for each print style.

If the page setup options are changed for a particular print style, those
settings are maintained by Outlook for subsequent printings. For instance,
if the Daily style is changed from portrait to landscape orientation, it will
always print as landscape until it is reset or changed again.

The Page Setup dialog box also plays a key role in creating custom print
styles as described later in this chapter.

The following procedure describes how to access the page setup options.
The subsections describe each tab and its parts in detail.

Procedure:

Open the Print dialog box as described in the previous procedures.
Click Page Setup.

Using the Format, Paper, and Header/Footer tabs, select the desired
print options.

Click OK or Print to return to the Print dialog box, or click Print
Preview to view a preview.

Click OK in the Print dialog box to print.

Tip:

Due to the number of options for print styles, it is recommended that
Print Preview be used before printing to determine if the printout
contains the correct and/or desired options. Click the Page Setup
button on the Print Preview toolbar to return to the dialog box if needed
to make changes.
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The Format Tab

This tab controls what elements should appear on a printout and what
fonts should be used. It contains three sections — Options, Fonts, and
Shading. The Format tab of the Daily Style is pictured below.

Page Setup: Daily Style H

Skyle narme: |Dail';-' Skyle

Faormat I Paper ] HeaderFooker I

Prewview!
— o]
— Dptions —Fonts
Layout: Date headings

Include: [ TaskPad |24 pt. Tafioma LI

v Motes area (hlank) Appointrnents
V¥ Motes area (lined) IE‘ pt. Tahoma Fank...
Print From: IDE!:DD j

Print kos qu;nn j —Shading

v Print using gray shading

0] 4 I Cancel | Prink Presvigw | Print... |

Section Description

Options In calendar-based print styles (Daily, Weekly,
Monthly, etc.) this section will have different
options available for every print style. Use the
available drop-down lists and check boxes to
customize the printout. The Table and Memo print
styles do not have any options in this section.

Fonts Select the font for a particular section. This area
will have different options dependent on the
selected print style.

Shading Select this check box to have light gray shading
added to headings, dates, and other elements.
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The Paper Tab

This tab controls the settings for the paper that the printout will appear on
and the page layout.

Page Setup: Daily Style H

Skyle namne: |Dai|\,f Style

Farmat I Paper ] Header|Footer I

—Paper —Page
Type: Size:
Ad [
AS [ Letter Half
B4 BillFald
Pocket
112 sheet booklet
114 sheet booklet ;I
Dirmensions: Dimensions:
width: 8.50" Height: I 11.00" Width:  |&.50" Height: I 11.00"
Paper source: —Drienkation
I.D.utcn Select j
[ Margins {* Porkrait
Top: 050" Left:  [L.oof 2  Landscape
Bioktom:  0.50" Right: 0.50"

()4 I Cancel | Prink Prewiew | Brink. .. |

Section Description

Paper Select a paper size from the Type box, or select
Custom and then input the paper Width and
Height in the Dimensions area. Use the Paper
Source drop-down list to select a different paper
tray on the printer (if available).

Page Specifies the page layouts and sizes available for
the paper selected in the Type box.

Margins Use these boxes to set the top, bottom, left, and
right margins for the printout.

Orientation Selects the orientation of the paper — Portrait or
Landscape. Also displays a preview of the page
layout based on the Paper and Page settings.
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The Header/Footer Tab

This tab contains options for the header and footer of a printout. Both the
header and the footer are constructed in the same manner, with sections
for the left side, middle, and right side. The tab has the same options for
all print styles.

Page Setup: Daily Style H

Skyle narme: |Dai|y Style
Faorrnat I Paper ] HeaderjFooter I

Header:
IB pt. Tahoma

Fooker:
IB pt. Tahoma

[User Marne]

’ [Date Printed]

E| &= 2] e

[~ Reverse on even pages

Ok I | Print Preswiew |

Section Description

Header/Footer Use the Font button to set a font for the text. Any
text can be typed in the left, middle or right boxes,
as well as automatic text can be inserted by using
the insert buttons.

Insert Buttons Use these buttons to automatically insert text into a
header or footer. Left to right these buttons are
Page #, Total Pages, Date Printed, Time Printed,
and Username.

Reverse on even | Select this option to have the headers and footers
pages reversed on even-numbered pages, i.e. on an even-
numbered page the left sections will appear on the
right and the right sections on the left.
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Creating a Custom Print Style

Outlook provides a broad range of print styles for calendars, so it is likely
that one of the styles will fit most printing needs. When these print styles
don’t quite offer what is needed, a custom print style can be created.

Outlook offers two methods for creating custom print styles — modifying an
existing print style, or copying a style and then modifying the copy to
incorporate the changes needed.

If the same modifications are always made to a particular print style, it
would be best to simply modify that existing style rather than create a new
one. If the default style is used occasionally but its properties are modified
for most other print jobs, consider creating a custom print style based on
the existing one so that both are available.

Procedure:

Select the File menu and choose Print. In the Print dialog box, click
Define Styles.

OR

Select the File menu, choose Page Setup, then Define Print Styles.
The Define Print Style dialog box displays:

Define Print Styles [ 7] I
Prink styles:
Daily Style ﬂl
i Weekly Stvle Edit... |
el
Hl  Monthly Skvle COpy... |
= —
Tri-fold Skvle
—— .
= Calendar Details Style
— =l
M——

Select a print style from the list.

To create a new style based on an existing style, click Copy. To modify
an existing style, click Edit. The Page Setup dialog box displays:
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Page Setup: Copy of Daily Style EHE

Skyle name: |Capy of Daily Style|

Formak I Paper I Header /Fooker I

—Preview:
— o]
—ioptions —Fonks
Layouk: |1 page,/day j Date headings
. Font...

Inchude: I TaskPad |24 pt. Tahoma ;l

[ Motes area (blank) Appointrients

¥ Motes area (lined) I8 pt. Tahama Fant... |

Prink From: IDS:DD j
Prink ko ||:|c|:|:|n j ~Shading

I Print using gray shading

Ok I | Prink Presview | Prink, ..

4. If the style is a copy, enter a new Style name, otherwise this option will
be dimmed.

5. Using the Format, Paper, and Header/Footer tabs, set the other print
style options as desired. See Changing the Page Setup Options in
this chapter for more information on the available options.

6. Click OK when completed.

7. If anew style was created it will now appear in the Define Print Styles
list. It will also be available in the Print style list of the Print dialog box.
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Define Print Styles

Prink styles:

;I Close

Mankhly Skyle

Tri-Fald Skyle Edit...

Calendar Details Skyle COpy. ..

).

Scatt's Calendar Style Delete

Mermo Skyle

New print style in the Define Print Styles dialog box

Pt ___________________________________HH|

—Prinkter

Marme: I'I,'l,F‘GW_TREE'l,PR-ISSS-IMESID.SER'-J'ICES.IEDD.F‘GW =] F'Ll:ll:lertiesl

Skatus: Idle
Tvpe: Imagistics im3s510 P35
Where: [ Prink ko file

Comrent:

—Prink style —_opies

Calendar Details ﬂ Page Setup... | Murnber of pages: Al -
Skyle
He D Mumber of copies: |1 j

[ Callate copies

—Prink range E H
Start: [wed 12/21f2005 =
End: [wed 12{21/2005 |

[" Hide details of private appaintments

0k | Cancel | Preview |

New print style listed in the Print style area of the Print dialog box

8. Click Close to close the dialog box and (if open) return to the Print

dialog box.
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Deleting a Print Style

If custom print styles have been created but are no longer used or
needed, they can be deleted from the print style list.

Procedure:

1. Open the Define Print Styles dialog box as described in the previous
procedure.

2.  Select the print style to be deleted and click Delete. The following
message displays:

Microsoft Dutlook

! "_l., Do wou wank ko delete "Scott's Calendar Skvle'?

Zancel |

3. Click OK to delete the style or Cancel to keep it.

4.  Click Close to close the Define Print Styles dialog box.

Warning:

o Once deleted, a custom print style cannot be recovered with the Undo
command, nor will it be present in the Deleted Items folder.
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Resetting a Print Style

The standard print styles provided by Outlook cannot be deleted but they
can be modified, either via the Page Setup settings or through the Define
Styles option. This presents a problem if the user wishes to return the
print style to its original setup, but does not remember the original settings.

Use the following procedure to have Outlook return a print style to its
original default settings.

Procedure:

1. Open the Define Print Styles dialog box as described previously.

2. Select the print style to be restored to its original settings and click
Reset. The following message displays:

Microsoft Dutlook E

! E Do wou want bo reset "Daily Skyvle"?

Zancel |

3. Click OK to reset the style or Cancel to keep the modified settings.

4.  Click Close to close the Define Print Styles dialog box.

Warning:

o Once reset, custom print style settings cannot be recovered with the
Undo command. The custom settings will have be to be recreated.

. Since they are created by the user, custom print styles cannot be reset.
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Customizing the Calendar

(®

Chapter Objectives:

o Setting Reminder Options

o Setting Calendar Options

o Setting the Planning Grid Options

o Adding Holidays as Events

o Setting Free and Busy Options

o Processing Meeting Requests Automatically
o Setting Time Zone Options

o Changing the Date Navigator Font

o Making Calendar the Default Outlook Folder

o Modifying a Calendar View
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Overview

Outlook’s calendar has an extensive number of options that can be set to
control how it looks, behaves, and functions. This allows each user to
configure the calendar in a way that works best for them.

This chapter will explore the many options users have available to them
for configuring the calendar’s options, as well as some of the features
relating to modifying the calendar views.

Setting Reminder Options

1.

Reminders are a valuable tool when working with calendar, especially if a
calendar has numerous appointments and meetings. Outlook can be
configured so that all appointments, meetings, and events have a default
reminder set when creating an item. This saves time when creating the
item.

This setting is the default that will be applied to a calendar item when it is
created. During the creation process, or at any time, the reminder for an
item can be turned on or off, and/or the time can be changed.

Additionally, the reminders have two advanced options to control what
happens when they come due.
Procedure: (To set the default reminder)

Select the Tools menu and choose Options. The Options dialog box
displays:
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Options E I

Preferences |Mail Setup I rail Formak I Speling I Security I Qther I Delegates I

E-mail

Change the appearance of messages and the way they are handled.

Calendar

Cuskomize the appearance of the Calendar,

v Default reminder: |15 minukes j Calendar Options. .. |

Tasks

Change the appearance of basks.
Reminder time: II:IS:I:II:I j Task Options. .. |

Contacks

-!’i Zhange default setkings For contact and journal,

.

Contack Opkions. .. | Journal Options., ., |
Motes
Change the appearance of notes.
Moke Options. .. |
Ik Cancel Ay |

2. Inthe Calendar section of the Preferences tab, select the Default
reminder check box to enable reminders to be on by default when
creating an appointment, event, or meeting. Clear this check box to turn
off default reminders.

3. Inthe drop-down list, select the amount of time prior to the start of an
item that the reminder should appear, or type a time amount in the box.

4.  Click OK when completed.

Q Tip:

. When creating an item that occurs in the past, the reminder will be
cleared and dimmed, regardless of the default setting.
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Procedure: (To set advanced reminder options)

displays.

Select the Tools menu and choose Options. The Options dialog box

2. Select the Other tab.
T - | |

Preferences I Mail Setup I IMail Format I Spelling I Security  Other |Delegates I

General

v 'gmpt';.f the Deleted Ikems Falder upan exiting:
Make Cutlook the default program For E-mail, Contactks, and

W
M Calendar,
Advanced Options. ..

Autodrchive
Manages mailbox size by deleting old items ar moving them to an

archive file and by deleting expired items.
Autodrchive. ..

Preview pane
Ilse these options to customize the appearance and behavior of the

preview pane,
Preview Pane...

Instant Messaging

] [~ Enatble Instant Messaging in Mickosaft Outlook
options. . .

.

O I Zancel | Appli

3.

@ Abreon

Click Advanced Options. The Advanced Options dialog box displays:
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Advanced Options I

—iaeneral settings

Starkup in Ehis Folder:

[ warn before permanently deleting items

[ when selecting text, automatically select entire word
¥ Provide Feedback with sound

¥ Show Paste Options butkons

™ Enable mail logging {troubleshooking)

—Appearance options

Date Mawvigator: Eont. .. | IB pt. Taharna

¥ “hen viewing Motes, show time and date

Task working hours per day: IE
Task working hours per week: |4EI

Reminder Options. .. | Add-In Manager. .. |

Custom Forms. .. | COM Add-Ins. .. |

K, I Cancel

4. Click Reminder Options. The Reminder Options dialog box displays:

Reminder Options Ed I

When a reminder comes due

I Display the reminder

¥ Elay reminder sound:

| CAWINDOWS! Medialnatify war

(0] 4 Cancel

5. Select the Display the reminder check box to have Outlook display the
Reminders window when reminders come due. Clear this check box to
prevent the window from displaying.

6. To have Outlook play a sound when a Reminder window displays,
select the Play reminder sound check box and click Browse to select
a sound file. Clear this check box to turn off the sound.

7.  Click OK to confirm the changes and close each dialog box when
completed.
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Setting Calendar Options

3.

The following procedure and table give a general description of the
options available for configuring the calendar found in the Tools, Options

menu. Further procedures in this chapter will go into more detail

regarding several of the options found here.

Procedure:

Select the Tools menu and choose Options. The Options dialog box

displays.

Click Calendar Options. The Calendar Options dialog box displays:

2%

—Calendar work week

M5 W Men WoTue Wwed W Thu [V Fi [ 5ak

Firsk day of week; ISunday j Start time: IEIB:IIIIII j
Firsk week of vear: IStarts on Jan 1 j End kime: IIB:IIIIII j

—Zalendar options
. [ Show week numbers in the Date Mavigator

W Allow attendees ko propose new bimes for meetings vou organize

IUse this response when you propose new meeting kbmes; ITentative

Background color; I vI Flanmer Options. .. | Add Holidays. ..

-
|

—advanced options

= hen sendingimestnarequests aver the Intermet, use iEalendar farmat

7| Enatile alternate calendat: IN::: Calendar Available j DRGNS |

Free/Busy Options. .. | Resource Scheduling. .. | Time Zone. ..

Use the following table to set the options for the calendar:
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Option Description

Calendar Work Week

Days of the week check
boxes

Select or clear the check boxes to specify which
days of the week are work days.

First day of week

Use the drop-down list to choose which day
begins the work week.

First week of year

Use the drop-down list to select the first week of
the calendar year. This option can be used for
setting a calendar to correspond with a fiscal
year, or other non-traditional calendars.

Start and End time

Specify the start time and end time of the work
day. These drop-down lists change the
appearance of the calendar notepad and the
user’s availability for meetings.

Calendar options

Show week numbers in
the Date Navigator

Allows the user to display week numbers (1
through 52) in the Date Navigator.

Allow attendees to
propose new times for
meetings you organize

Allows meeting attendees the option to propose
new times for meetings organized by the user.
This setting can be changed in individual
meeting requests.

Use this response when
you propose new meeting
times.

Select from this drop-down to indicate what type
of response should be made when proposing a
new meeting time.

Background color

Select from this drop-down a color for the
calendar notepad background for working hours.

Planner Options*

Displays the planner options dialog box which
controls options in the Meeting Planner and
Group Schedules.

Add Holidays*

Allows the user to add events to their calendar
from over 1,000 holidays from around the world.
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Option Description

Advanced options

Enable alternate calendar | Used to view and set options of calendar
systems other than the Roman calendar.

When sending meeting Specifies that Outlook should always use the
requests over the iCalendar format when scheduling meetings with
Internet, use iCalendar users over the Internet. Can only be enabled
format. when an Internet-based (POP3, IMAP, SMTP)

e-mail account is added to Outlook.

Free/Busy Options* Sets the options for how much of the user's
calendar is published to the server, and how
often that information is uploaded to the server.
Also controls internet free/busy publishing
options.

Resource Scheduling* Allows Outlook to automatically accept or
decline meeting requests for the user depending
on availability.

Time Zone* Allows the user to view an additional time zone
in the Time Bar, as well as change time zones.
This is helpful for travelers or conference calls
between different time zones. Also allows user
to perform a time zone swap and set whether
DST is observed.

4.  Choose the desired options and click OK to accept.

5. Click OK to close the Options dialog box.

Q Tip:

. The options marked with an asterisk (*) have further information and
procedures in this chapter.
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Setting the Planning Grid Options

As described in previous chapters, meetings and group schedules use an
improved planning grid for viewing other users’ calendars and coordinating
meetings. The following options control how much information is
displayed in the planning grid. These options will only display information
if at least read permission has been granted to the user for that calendar.

Procedure:

1. Inthe Calendar Options dialog box, click Planner Options. The
Planner Options dialog box displays:

Planner Options Ed I

—Meeting Planner

r These options contral how the planner waorks when you are using
it ko schiedule meetings.

I¥ Shiowe popup calendar details;

[v Show calendar details in the grid

—Group Schedule

r These options contral how the planner waorks when you are using
it in a Group Schedule,

I Show popup calendar details

Iw Show calendar details in the grid

(o] 4 I Cancel |

2. Inthe Meeting Planner and Group Schedule sections, select or clear
the following check boxes:

Option Description

Show popup calendar details Displays a popup box over the selected item in
the calendar grid with details of the item.

Show calendar details in the Displays details of appointments and meetings
grid in the planning grid instead of solid bars. Can
also be controlled on an individual basis by the
Options down-down menu in the Meeting
Planner window.
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3.

Click OK to confirm the changes and close each dialog box when

completed.

# All Managers =]

Zoorm; |IDD% (Day Yiew) -
10:00 11:00 1z:00 15:00 14:00 15:00 16:00

Group Members
Joseph Szlanic
Rayfield Mason
Scotk Concilla
Armnand Marting
Joseph Seatles
Mark Jones

Thamnas Kuczynski
Click here to add & name

=

SO ERA 10000 - 11:00
Updated: Operations Leadership Meeting {1800-5)

We W.g W Wa Eelﬁ.z W.g

ADPIE-Timd

L I i1
Add Others vl Cptions vl G0 ko IFriDl,I'ZD,I'ZDDIS j Make Meeting vl

] Busy B Tentative W Out of Office [ Mo Information

Cancel

Planning grid with both options enabled.

% All Managers M=l I

Zoom: |100% (Day Yiew) | |06
10:00 11:00 12:00 13:00 14:00 15:00 16:00

Group Members
Joseph Szlanic

Rayfield Mason
Scott Concilla

Armand Marting
Joseph Seatles
Matk Jones

Thomas kuczynski
Click here to add & narne

=

| A A A A

4 | 2
Add Others vl Options vl &0 bo IFriDl,I'ZD,I'2DDS j Make Meeting vl

|| Busy B Tentative [ Outof Office [~ Mo Information

Save and Close I Cancel

Planning grid with both options disabled.
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Adding Holidays as Events

Outlook has the ability to automatically add holidays to the calendar as
events. Using this feature holidays are scheduled as single-occurring
events, not annually recurring events.

Procedure:

1. Inthe Calendar Options dialog box, click Add Holidays. The Add
Holidays to Calendar dialog box displays:

Add Holidays to Calendar I

Select the locations whose holidays waou wiould
like copied to wour Outlook Calendar:

|| Thailand -
[ | Tunisia _I
[ ] Turkey

[ | urited Arab Emirates

[ | United Kingdom

W Uniked States

] Uruguay

[ | venezuela
[ 1 vemen =

Cancel |

2.  Select the check boxes of the countries whose holidays should be
added.

3. Click OK. Outlook adds the holidays to the calendar.

Warning:

. The holiday list that is part of Outlook XP only contains holidays through
the end of 2005. In order to use this feature to add holidays for 2006
and beyond, an update must be downloaded from Microsoft. Check
Microsoft’'s support website — http://support.microsoft.com - for more
information.

o This process only needs to be done once. If repeated, the holidays will
be added again to all dates.
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Setting Free and Busy Options

The following options control how many months of a user’s calendar is
made publicly available for scheduling meetings, and how often calendar
information is updated with the server.

This is not the same as granting read permission to a calendar. Any user
can view other users’ calendars to see if they are available for meetings,
however, they will not be able to see any details or specifics of
appointments or meetings unless read permission has been granted.

Procedure:

1. Inthe Calendar Options dialog box, click Free/Busy Options. The
Free/Busy Options dialog box displays:

Free/busyOptions ——___________________AH)
Options

Freefbusy information is used by people sending meeting requests, to determine when
you are available for meetings.
Publish |2 monthis) of Calendar Freefbusy information on the server

Update freefbusy information on the server every |15 minutes

Internet Free/Busy

[~ Publish and search using Microsoft Office Internet Free/Busy Service [Mamnade. .. |

¥ Bequest free/busy. infarmation in mesking inyitations

[~ Publish at e location:

Search location:

2. Inthe Publish box, type the number of months of information that
should be available to other users in the planning grid.

3. Inthe Update box, type how often calendar information should be
updated with the server.

4.  Click OK to confirm the changes and close each dialog box when
completed.
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Tip:

To have no information available on the server, enter 0 (zero) months in
the Publish box. However, this is not recommended, as it will make it
impossible for others to view your availability.

Warning:

It is not recommended to change the Update setting beyond the range
of 10 to 30 minutes. Setting too low of a value will cause increased
network traffic. Setting too high of a value will cause other users to see
outdated information.

The Microsoft Office Internet Free/Busy Service is no longer
supported by Microsoft. Visit Microsoft's support website for more
information on alternative methods of sharing this information with non-
local users.
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Processing Meeting Requests Automatically

The Inbox and Calendar can be configured to automatically handle
meeting requests as they are received. These options are ideal for
resource calendars such as conference rooms, but can be enabled by any
user to help manage meeting requests.

Additionally, a user can control what happens to a meeting request in the
Inbox once it is processed.

Procedure: (To set automatic processing)

1. Inthe Calendar Options dialog box, click Resource Scheduling. The
Resource Scheduling dialog box displays:

Resource Scheduling I

Processing rmeeking requesks

Ilze these options if you are responsible for coordinating resources,
such as conference rooms,

I fukomatically accept meeting requests and process cancellations:

[ Aukomatically decline conflicting meeting requests

[ Automatically decline recurring meeting requests

Yol must give users permission ta view and edit this calendar if wou
want these options ko work offline,

Set Permissions. .. |

(] 4 I Cancel |

2.  Select or clear the Automatically accept meeting requests and
process cancellations check box. If selected, the following two check
boxes will be enabled. Select or clear these check boxes as desired.

3. Click OK to confirm the changes and close each dialog box when
completed.

Q Tip:

o The Set Permissions option is not needed in a network environment.
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Procedure: (To change how meeting requests are handled in the

Select the Tools menu and choose Options. The Options dialog box

Click E-mail Options. The E-mail Options window displays.

Click Advanced E-mail Options. The Advanced E-mail Options
window displays:

Advyanced E-mail Options EH _I

—Save messages

Save unsent ikems in:

¥ aAutoSave unsent EYEry: |3 minuktes
¥ 1In folders okher than the Inbox, save replies with original message

¥ Save forwarded messages

—when new items artive
v Flay & sound

[¥ Eriefly change the mouse cursor

[~ show an envelope icon in the system tray

—wWhen sending a message

Set importance: INDrmaI v I
Sek sensitivity: INDrmaI - I

[ Allow comma as address separator

¥ aukomatic pame checking

[T Delete meeting request from Inbo:x when responding

¥ Suggest names while completing To, Cc, and Bece fields

[T add properties to attachments ko enable Reply with Changes

K I Cancel |

In the When sending a message section, select or clear the Delete
meeting request from Inbox when responding check box. Selecting
this check box will cause meeting requests to be deleted automatically
once they have been responded to. Clearing the check box will keep
the meeting request e-mail in the Inbox until it is deleted by the user.

Click OK to confirm the changes and close each dialog box when
completed.
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Setting Time Zone Options

Outlook offers a great deal of flexibility when it comes to time zones on the
calendar. Time zones can be changed easily, as well as a second time
zone can be added to the calendar.

For instance, a project manager who deals with a consultant in a different
time zone would be able to quickly reference the calendar with both time
zones to simplify scheduling.

Procedure:

1. Inthe Calendar Options dialog box, click Time Zone. The Time Zone
dialog box displays:

1 |

—urrent time zone

Label: I

Time Zone: I{GMT-DS:DD} Eastern Time (U3 & Canada) j

v adiusk For davlight saving time

Current kime: IFri 01202006 12:39

~ I Show an additional time zone:

[Latel: I

Time 2ome; I{GMT-DE:DD} Eastern Time (U5 & Canada) j

¥ | adijust For daylight saving time

Swap Time Zones | Ok I Cancel |

2. Use the following table to select and set options:
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Option Description

Label Type a text label for the selected time zone.
This can be the time zone abbreviation such as
EST or PST, or it can be a description, such as
“Manager” or “Consultant”. It should be kept
short as the Time Bar can only display a limited
number of characters.

Time Zone Use this drop-down list to select a time zone.

Adjust for daylight saving time Select or clear this check box to indicate
whether daylight saving time is observed within
the selected time zone.

Current time This is the current date and time as determined
by the workstation. It cannot be changed in this
dialog box. Use the clock icon in the Windows
system tray, or the Date and Time icon in the
Windows Control Panel to make changes.

Show an additional time zone Select this check box to enable the display of a
second time zone and set its options.

Swap Time Zones If two time zones are enabled, this option will
swap their positions on the Time Bar as well as
swap their positions in the dialog box.

3. Click OK to confirm the changes and close each dialog box when
completed.
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& Calendar - Microsoft Outlook [_[O]
File Edit VYiew Favarites Tools Actions  Help holidays -
H New - | & EI Wiork Week Wieek @ Month @ Schedules.. . ? - [EEl preview Pane >
> Calendar . 18 1anuary 2008 | Adaress
Outlook Sharteuts WWednesday, 18 January 14 January 2006 »
S M TWTF S
G oo e
] ]
Outlook Today 07— 08— - - — — g 91011 1213 14
PaowerPaink P - Working with Clip Art (IS Training Room 7014) 15 16 17 19 @ 31
09 ] 22 2324 2520 2T 25
- [ 2930 31
o E February 2006 |
10+ EMTWTFS
- 123 4
11 00 [l T wWeekly EMET 'Work Status Meeting (IT Conference Room S 56 7 8 910 11
2 Floor) 12 13 1415 16 17 18
o 1920 2122 2324 25
12— BT 1 2 F 4

56 7 8 910011

Contacks 122 13E

(i} TaskPad ﬂ

A oo oo Click here to a...

13_ 14— | [J|Find out when ...

Tasks a0 o %2, (]| Conduct an as...

@ 14= 157 2| (]|Increase the n...

oo oo [ {Mext time I off...

) =l 15= 16= 2| []|Publish Quarte...

My Shortcuts []|Request credit...
Other Shortcuts 16E 17E % LJ|Finalie Abreo. . j
2 Items v

Calendar with two time zones displayed.
Warning:

Changing the first time zone has the same effect as changing the time
zone in the Date and Time icon in the Windows Control Panel.

When changing the time zone, the time of appointments and meetings
adjusts as well. Appointments will stay at their scheduled time in the
original time zone but will move to the appropriate time in the new time
zone. For example, an appointment scheduled for 10:00 a.m. in the
GMT-5 time zone (Eastern Standard Time) will move to 9:00 a.m. if the
time zone is changed to GMT-6 (Central Standard Time). Appointments
are scheduled in absolute time by Outlook, regardless of the time zone.
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Changing the Date Navigator Font
The Date Navigator, located in the upper-right corner of most calendar-
based views, allows easy selection of any date in the calendar. One of
the options that can be changed for the Date Navigator is the font and font
size that are used in the display.

The option for how dates with items appear in the Date Navigator are
discussed in the view options topic later in this chapter.

Procedure:

1. Select the Tools menu and choose Options. The Options dialog box
displays.

2. Select the Other tab.

3. Click Advanced Options. The Advanced Options dialog box displays:

Advanced Options EHE I

—General sektings

Startup in khis Folder:

[ warn before permanently delsting items

¥ when selecting text, automatically select entire word
¥ Provide Feedback with sound

¥ Show Paste Options buttons

[ Enable mail logging (troubleshoating)

—Appeatance opkions

Date Mavigator; Font. .. | IB pt. Tahoma

¥ “hen viswing Motes, show time and date

Task working hours per davw: IEE
Task working hours per week: |4EI

Reminder Options. . | Add-In Manager. .. |

Custom Forms. .. | oM Add-Ins...

K I Cancel

4. Inthe Appearance options section, next to Date Navigator, click Font.
The Font dialog box displays:
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Font n
Eont: Fant ztyle:
IHegular ] 4 I
el |
Technical [ talic
Terminal Bald
B Teutanic Mo3 Bold Italic
{} Timez Mew Foman ]
B TitingCaps
H Tolkien =l
— Sample
Aabbwiz
Script;
IWestern ;I

5. Use the Font, Font style, and Size lists to select a new font. The
Sample area displays how the selected options will appear.

6. Click OK to confirm the changes and close each dialog box when
completed.

Q Tip:

o The Date Navigator font should be kept relatively small (less than 12
points). Larger fonts will make it more difficult to display several months
at a time and take up valuable Outlook interface space.
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Making Calendar the Default Outlook Folder
By default, Outlook is configured so that the Inbox is the first folder

displayed when the program is started. However, this setting can be
changed so that the Calendar folder is displayed instead.

Procedure:

1. Select the Tools menu and choose Options. The Options dialog box
displays.

2. Select the Other tab.

3. Click Advanced Options. The Advanced Options dialog box displays:

Advanced Options EHE I

—General sektings

Startup in khis Folder:

[ warn before permanently delsting items

¥ when selecting text, automatically select entire word
¥ Provide Feedback with sound

¥ Show Paste Options buttons

[ Enable mail logging (troubleshoating)

—Appeatance opkions

Date Mavigator; Font. .. | IB pt. Tahoma

¥ “hen viswing Motes, show time and date

Task working hours per davw: IEE
Task working hours per week: |4EI

Reminder Options. . | Add-In Manager. .. |

Custom Forms. .. | oM Add-Ins...

K I Cancel

4.  From the Startup in this folder drop-down list, select Calendar.

5. Click OK to confirm the changes and close each dialog box when
completed.
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Modifying a Calendar View

Views are a powerful feature of Outlook that allow a user to customize
how and what information is displayed in the calendar, as well as all
folders of Outlook. Chapter 1 of this manual explored the built-in views
that come with calendar, including the calendar-based and table-based
views.

A complete discussion of creating and customizing views is beyond the
scope of this course, however, the following procedure and table explores
the Other Settings view options that can be set by the user when working
in a calendar-based view (i.e. the Day/Week/Month views).

Procedure:

1. Select the View menu, choose Current View, then Customize Current
View. The View Summary dialog box displays:

Wewswnmery @]
—Descripkion
i Start, End

Eroup By |
Sork. .. |
Filter... | OFf

Dther Setkings. .. | Fonts and okher DawWeek/Month Yiew settings
Suktomatic Formatting. .. | Ilser defined colors For appointments
(o] 4 Cancel

2.  Click Other Settings. The Format View dialog box displays:
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Format Day,"Week,/Month Yiew

Time scale: |3|:| rinubes 'I

El

Cancel

—Week

Fart... | IB pt. Tahoma [ Show time as clocks

¥ show end time

—Month
Shio i locks
Fort. .. | Ia pt. Tahoma [ Show time as dlod
V¥ show end time

[ Compress weekend days

—iGeneral settings

[v Eolded dates in Date Mavigatar represent days containing items

3.  Use the following table to change or set options in this dialog box:

Option Description

Time Font (Day) Selects the font for the Time Bar

Font (Day/Week/Month) Selects the font that calendar items will use in
the selected calendar view.

Time scale (Day) Use this drop-down to select how much time
each line/box represents in Day view. This is
the same setting as described in the Changing
the Time Bar topic in Chapter 1.

Show time as clocks If selected for Week or Month views, the start
(Week/Month) and end times of appointments and meetings
will be displayed as graphical clocks instead of
text. The start time clock will have a white
background, and the end time clock will be
black.

Show end time (Week/Month) Displays the end time of an appointment or
meeting in addition to the start time.

Page 190 9 AFireon © 0A316



Chapter 9 — Customizing the Calendar

Option Description

Compress weekend days In Month view, compresses Saturday and
(Month) Sunday into a single box on the right side of the
calendar to allow more space for weekdays.

Bolded dates in Date Navigator | Select this option to have dates with calendar
represent days containing items | items with a status (Show time as) of Busy, Out
of Office, or Tentative appear in bold print in
the Date Navigator. Dates with items that are
marked as Free will not have their dates bolded.

4. Click OK when complete.

5. Click OK again to close the View Summary dialog box and return to the
calendar.
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Appointment and Event Toolbar

This toolbar appears on all appointments and events, including those that
are recurring. The title bar of windows with this toolbar will display either
Appointment, Recurring Appointment, Event, or Recurring Event.

Hsaveandclose & ] <% Recwrence... ¢ Inviee Attendees... ! 3 X (2] .

The Meeting Organizer Toolbars

This toolbar appears when a meeting is being organized. The title bar of
this window displays Meeting.

Elsend | & ., 3% Recurrence... @(Cancel Ivitation... ' 3 X @ .

This toolbar appears on a meeting that has already been organized. The
title bar of this window displays Meeting.

[& save and Close | {[=15end Update | & (] £, | €% Recurrence.. 'ty X -7,

*

This toolbar appears on a meeting response e-mail to the organizer. The
title bar of this window displays Meeting Response.

CoReply S BN X «-wv-03,

This toolbar appears on a meeting response e-mail to the organizer that
has a new time proposal. The title bar of this window displays Meeting
Response.

+" Accept Proposal %Hieg.ﬁ.ll Proposals | By % @ LA A @ -
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The Meeting Attendee Toolbars

This toolbar appears when a meeting attendee receives a meeting
invitation e-mail. The title bar of this window displays Meeting.

w" Bocept | 7 Tenkative | % Dedline Propose Mew Time E;JCaI_endar... A RN S @ -

This toolbar appears on a meeting that is in the attendee’s calendar. The
title bar of this window displays Meeting.

+* fccept | P Teptative | % Dedine Propose Mew Time E;_JCaI_endar... W [lﬂ PP R @ -

This toolbar appears on a meeting cancellation notice e-mail. The title bar
of this window displays Meeting.

Remove from Calendar | 48 | X | 4 ~ W ~ @ .

This toolbar appears on the response e-mail an attendee sends to the
organizer. The title bar of this window displays Meeting Response.

Hsend | [d & B0 @e X 2.
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Calendar Item Toolbar Buttons

The following table lists alphabetically all of the toolbar buttons found on
the calendar item toolbars as shown in this appendix and a description of
their function.

Button

+" Accept

Name

Accept

Function

Accepts a meeting invitation sent by the
meeting organizer. The meeting is
automatically placed on the calendar.

+" Accept Proposal

Accept Proposal

Accepts the meeting attendee’s new time
and date proposal for a meeting.

[E3:

Address Book

Opens the Outlook address book.

E;J Calendar. ..

Calendar

Opens the user’s calendar.

@.( Cancel Invikation. ..

Cancel Invitation

Converts a meeting window into an
appointment window when the item is
being created.

v Check Names Validates the names in the To field
against the Global Address List.

Copy Copies the selected item to the clipboard.

3 Cut Deletes the selected item from its original
location and copies it to the clipboard.

* Decline Decline Declines the meeting invitation sent by
the meeting organizer. The meeting is
not placed on the calendar.

X Delete Deletes the selected item. (The item is
moved to the Deleted Items folder.)

W Forward Opens an e-mail window allowing the
user to forward the item to another user.

(2] Help Opens the online help system.
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Button INETgE Function
' Importance: High | Sets the importance of the item to high.
4 Importance: Low | Sets the importance of the item to low.
1] Insert File Allows the user to attach documents to

the calendar item. The icons will be
placed in the message area.

@J Inwite Atkendees, .,

Invite Attendees

Converts an appointment window into a
meeting window when the item is being
created.

Move to Folder

Opens a submenu to place the item in a
different Outlook folder.

Next Item

In a table-style view, opens the next item
in the list. In a calendar-style view, opens
the next item on the currently selected
day or closes the window if there are no
other items.

Paste

Copies the item from the clipboard to the
currently selected date and time.

Previous Item

In a table-style view, opens the previous
item in the list. In a calendar-style view,
opens the next item on the currently
selected day or closes the window if there
are no other items.

=

Print

Creates a hard copy of the currently
selected item.

Propose Mew Tirme

Propose New Time

Allows a meeting attendee to propose a
different date and/or time for a meeting
they have been invited to.

7% Recurrence. .. Recurrence Opens the Recurrence window to set the
repetition pattern for the item.
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Button

Remoyve From Calendar

Name

Remove from

Function

Removes the related item from the

Calendar calendar.
7 Reply or iy Reply Creates an e-mail reply window.
Save Saves the item to the Drafts folder.
Save and Close Save and Close Saves changes to the item and closes the
item window.
=5erd Send Sends the item to the chosen recipients.
=15end Update Send Update Sends an update e-mail to meeting
attendees when changes have been
made to the meeting.
? Tentative Tentative Provisionally accepts a meeting invitation

sent by the meeting organizer. The
meeting is automatically placed on the
calendar and marked as Tentative.

E‘E;'.S Wiew All Proposals

View All Proposals

Opens the Meeting window so that the
meeting organizer can view all of the new
time proposals that have been received.

© 0A316

Abreon

Page 199







Appendix B

Symbols and Icons

© 0A316 @ AFireon Page 201






Appendix B — Symbols and Icons

The following tables list the symbols and icons that appear in the calendar
and on calendar-related e-mails.

Icons in Calendar Views

Symbol Description

A meeting.

The item is recurring.

An exception to recurrence pattern.

The item has a reminder set.

The item is marked as private.

The start time of an appointment or meeting.

The end time of an appointment or meeting.

& | DD

Icons in Table Views

Symbol Description

An appointment or event.

A recurring appointment or event.

A meeting.

A recurring meeting.

A item with an attachment.

= g | ) @l [
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Calendar-Related E-Mail Icons

] Symbol B Description )

g A meeting request.

'FT An accepted meeting request.

'i? A meeting that has been tentatively accepted or a new time
proposal for a meeting.

@@ A declined meeting request.

@( A cancelled meeting notice.

Calendar Folder Icons

Symbol Description

The shortcut bar calendar icon.

The folder list calendar icon.
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The following is a list of keyboard shortcuts for working in the calendar. It
is not a comprehensive list of Outlook keyboard shortcuts, but rather, a list
of shortcuts that are most relative to working in the calendar.

Action Keyboard Shortcut

Create an appointment Ctrl+Shift+A
Create a meeting request CtrlI+Shift+Q

View from 1 to 9 days Alt+number of days
View 10 days Alt+0 (zero)

Switch to weeks Alt+- (hyphen)
Switch to months Alt+= (equal sign)
Select next appointment Tab

Select previous appointment Shift+Tab

Go to previous day Left arrow

Go to next day Right arrow

Go to same day in following week Alt+Down arrow
Go to same day in previous week Alt+Up arrow
Modify length of time in selected block Shift+arrow

In Day view, select time that begins work day Home

In Day view, select time that ends work day End

In Day view, select previous block of time Up arrow

In Day view, select next block of time Down arrow

In Day view, select block of time at top of screen Page Up

In Day view, select block of time at bottom of screen | Page Down

In Day view, extend or reduce selected time Shift+Up or Down arrow
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Action Keyboard Shortcut

In Day view, move appointment when cursor is in Alt+Up or Down arrow
the appointment

In Day view, change appointment start or end time | Alt+Shift+Up or Down arrow
when cursor is in the appointment

In Week or Month views, go to first day of week Home

In Week or Month views, go to last day of week End

In Week view, go to same day in previous week Page Up

In Month view, go to same day 5 weeks previous Page Up

In Week view, go to same day in following week Page Down

In Month view, go to same day 5 weeks in the future | Page Down

In Week or Month views, move appointment up Alt+Up arrow

In Week or Month views, move appointment down Alt+Down arrow

In Date Navigator, go to first day of current week Alt+Home

In Date Navigator, go to last day of current week Alt+End

In Date Navigator, go to same day in previous week | Alt+Up arrow

In Date Navigator, go to same day in next week Alt+Down arrow
In Date Navigator, go to first day of month Alt+Page Up
In Date Navigator, go to last day of month Alt+Page Down

Page 208 @ AFireon © 0A316



Index

© 0A316 @ - Abreon o Page 209






Forward to outside ........cccoocveeeiiiiieeennen, 143
A Mark as private ..........ccccvveeereeeniiiiinns 33, 139
Appointments Opening ......................................................... 5
CONVErt t0 @VENt.......vcvveeeeeeceeeeeeeeeeeeeenn, 53 Printing individual...............coooiis 149
Convert to recurring _____________________________________ 39 Selecting ....................................................... 5
Creating _______________________________________________________ 31 (670 [0 ] o 33, 65
Creating reCUING..........covvveeeeeeererersesenen. 37 Assign automatically ..., 103
DEFINItION ..o 8 ASSIGNING....ooii 97
DEIEtNG ..., 36 Default labels ... 97
Deleting reCurming ........cccceeveeveeveveeeeeeenea. 43 Editing labels.........cccovvieiiii, 101
EdItiNG cvvovveeeeceeeee e 34 REMOVING......cooimimiiisiiniiisiiisiisne, 100
Editing reCuUrming ........o.ocovevveeveeeeeeerereeennnn, 40 Compress weekend days..............ccccceins 191
FIEIUS ..o, 32 Creating
TOOIDAC ... 195 APPOINTMENES ... 31
AULOPICK. ..o 59 Delegates.........ooiiiiiiiis 130
EVents ... 47
B Group schedules.........cccccovviiiieiniiine e, 109
BANNET ..., 3,47 HONAYS ..o 178
Buttons MEELINGS....eeeeie it 61
AlLOOIDAIS.........cvvivereeeeeeceeereeeereeeeesen 197 PrNESIYIES....ooooiis 162
Calendar toolbar..........ccccoevvieeniiiiniee e 9 Recurring appointments............................. 37
Meeting reSPONSES ......ccevvveeeeeiiiiiieeeiiieeeens 85 D
C Date Navigator ..........ccccveeveeeeeevicciieeeeeeeen 3,11
Calendar Bold dates .........cevviiiiiiiiiiieie e 191
Creating additional woeeos o 26 Change Sz e 4
FISCAl 1ovvvvrceressscenes s 174 OPHONS oo 186
Grant acCess PermiSSioN.............o...coov..... 134 Show week numbers...........ccccceeeiiiinnnee. 174
L0 ] 1[0 1S 173 Delegates
Printing .....ccevveeeiie e 152 DesIgNating ........oocvivverinnerinnns 130
Publish as web page .........c.cccccovvveveurnnnn. 144 Manage all meeting requests.................. 133
Setwork week .o 174 10 ]0] 1 0] o 1= TSR 132
TOOIDAN ...eeiiiieiii 9 PEIMISSIONS.....oovvvvi s 132
Viewing another USer's.............cccoecevvenenn. 127 Receive meeting requests ....................... 87
VIBWS .. 12 Deleting
WINAOW.....ocviiiiiieccee e 3 APPOINIMENTS ...oooovvienii 36
Calendar items Events ... 51
DEFINItIONS......c.eeeveveeeeeeeeeeeeeee e, 8 Group SChedules ..., 124
T O 190 MEEIINGS oo vvvss vt 80
Forward to local oo 140 Print Styles......cooviviii e 165

© 0A316 @ Abreon Page 211



Index

Recurring appointments .............ccccvvvveeennnn. 43 H
DISIMISS ittt 23 HOUGAYS .o 178
E |
Editing ICAIENAT ..o 143, 175
APPOINIMENLS .o 34 lcons
Color labels ..., 101 AUENAEE YYDES oo 58
Events.....co 50 Calendar e-mails........ 204
Group SCNEAUIES ....oovvvvess v 118 Calendar folders......cccccceevivicciiiiinieee s 204
Meeting request..........cccovvveviveveveeeeeeeeeeeeeeees 69 Meeting reSpONSe €-MailS..........ooooovvoeooe 73
Recurring appointments ..........ccccceeeviveeeenne 40 Table views 203
VIBWS ..ttt 189
Events M
Adding holidays .........cccoovviieeiiiiiiieiiieen 178 .
) Meeting planner
Convert to appointment...............eevveveveennnnes 53 Onti 176
o] 0 1= PSR RR
(O =T- 1] oo [ a7 p
o Meeting Planner ...........cccovveeeeeein e, 57
Definition ......evvieeieee e 8 )
Deleti 51 Meetings
EletiNG «.vvvvee e
Editi g 50 Adding attendees..........ccccceeeiiiiiiiiiieeeeen, 71
1] o SRR
Multi ? 49 Allow new time proposals .........cccccovevveeeenns 68
UIIPIE e,
R P . 57 Attendee toolbars.........c.cocoeeveiiiiiiin, 196
ECUIMING vvveeeeiiiee et e e e sire e e e stre e e e sraeeeeenees
Toolbar g 105 Cancel proposal ..o, 89
"""""""""""""""""""""""""""" Cancelling .........cccoeeveeeeeereeesevenesnnnnnn. 80
F Cancelling attendance ..............ccccecveennne. 90
Checking attendee status ............c..cccuvveeeen. 74
Font Convert to appointment...........ccccooovviuvvnneen. 68
Calendar items ........cceeeeiiiiiiiiieiiee s 190 Definition 8
D.ate Navigator .......ccovvvvvviieiiiineeeeii, 186 Delete invitations......................_ 87,182
Time bar e 190 DiSADIE PrOPOSAIS wevvooeeoesoeeoeso 79
Free/busy options .........ccvveeeiieeiiiiiiieeeeeeee 179 T 69
G FieldS. ... 64
Mark as private..........ooocuveeeiiieeiiiiiiieeeeeen 65
Gotodate......occcvviiiieee e 31 Meeting attendees ............ooovvvervvererrve. 83
Group schedules Meeting Organizer ...........ccocoeveveveceueueeennnn 60
Add distribution list .........ccccccoiiiiiiiinnnn. 113 MesSSages to attendees............oovvvrevev. 82
Creating....c.cccoiecciiiieeee e 109 New time Proposals ...........ooveoovvverervee. 76
Deleting ...cvveeeeiieee e 124 Organizer toolDars «.........oovvveervveesrveee. 195
Editing.....cooieiiieieeeee e 118 Planner.............__ 57
OPLONS ceeeeeiiiee et 176 Prevent e-mail reSpones ................ooovvve.... 68
Planning a meeting.........cccccvveviiieeennnneen. 119 Process automatically ............oooweerevrseen, 181
Sending e-mail to ........ccceeevviiieeiniiieeen, 119 ProCESSING rESPONSES.....vveervveeeeeeresreeeeee 73
VIBWING .o 116 PropOSE NEW tiME «..veorveeeeeeeeeeeeeeee e, 88
Page 212 @ AFireon © 0A316



Receving cancellations ...........ccccccevvvveeenns 92 Deleting ...ccvvvveiiiiiiie e 165
=T o101 1 ] o RS 93 ReSetting.....cccvvveeieee i 166
Reject proposals.........ccccovveeeeiiiiiieiiiiiieeens 79 Table-based ... 155
Removing attendees .........cccccovcvvvveeiiieeeens 71 Print Styles
Resource scheduling........ccccccooecvvvveeneeenn. 181 Creating......ccoovecceiieieeee e 162
Responding to request ...........oceeeeeviieeeenns 84 Printing
Scheduling.........ocvveiiiiiiee e, 61 Attached files ........ccovvviviiiiiiii e, 156
Send update ......cccceeveeeeiiininnnnn, 69, 70, 77, 78 Calendars.........ccccvveeeeeeei i 152
ToOolbars ....oooevvveeeeee e 195, 196 Individual items .......cocovvvveieeiiiiieeee e 149
Tracking attendance............cccccceeeeeiiiininnen. 74 Multiple ItemMS ....oeeiieiii e, 155
View all proposals .......ccccceeeveiciiivneeeeeenininns 78 (O] 110] o[- 150, 152
Table VIEWS ... 155
O
Opening R
Calendar items ..o, 5 Recurring
Forwarded items.........cccccvvveeeeiiiiiiiieeeeenn, 142 APPOINIMENTS ... 37
VIBWS ..ttt 12 Events ... 52
Options MEELINGS. ... 93
Calendar.......ccccovvveeie i 173 REMINAErS ...cooiiiiiiieiiee e 23
Calendar web pages ......cccccovvevviiieeennnnen 144 Play a sound ........ccccoovveeeiiiiiieenns 33,64,172
Date Navigator ..........ccevveviiieeeiniieee e 186 Setting OPtioNS .......ovvviiieieiiieee e 169
Delegates .....cccveeeeiicciiieieeee e 132 Resource scheduling........ccccceeevecviiieineeeennns 181
Free/bDUSY ....coooviiiiiiiie e 179
Headers and footers..........cccccevvvveeeininnenn, 161 S
Meeting planner........ccccceeviieeeeiniiiee e 58 Selecting
Page format.........coivniniiine 159 Calendar ieMS .........ccccvevveeeeeeeeeeeeeeees 5
Page Setup ..., 158 SNOOZE .ot 23
Papersetup.....ccccceeeievi 160
Planning grid ..., 176 T
Printing ......ooccvveeee e 150, 152 Table
ReMINAErsS ......ccovvviiiiiiie e 169 ACCESS PEIMISSIONS -.....vveeoreeeereeeeeeeeee 138
TIME ZONES...ci it 183 AAVaANCed OPHONS ....vveeveeeeeeeeeeeseeereeenn. 175
=) Appointment fields ...........ccccve s 32
Attendance catagories ..........ccccuveeeeeeeeeennns 62
Page Setup..........oooviiii, 158 AVAIIDIIILY ..eeeeiiieecc e 59
Permissions.........ccccoceeeeiviiiee e, 117, 129, 134 Calendar e-mail iCONS ennveeeoeeeo 204
REMOVING ...vvviiiiieeieieee e 138 Calendar folder iCONS ..o 204
Planning grid.........coooiiieiieeeeeee 176 Calendar item bUttonS....emeeeeeeeeeeeeee 197
Preview pane.........cccccceeeeviiieeeciiiiieenns 22, 84,87 Calendar item definitions ......eveeeooeeeeeeel 8
Print styles Calendar optionS...........cccceeeeevevevevererenenens 174
Calendar-based............ccccviiiiiiiiiiniin, 153 Calendar toolbar iCONS ... 9
© 0A316 @ AFireon Page 213



Index

Calendar view types.........cccvvvveeeeeeeeeiiinnnns 149 Calendar.........ccccoviieeeie e 9
Calendar-based print styles ...................... 153 EVENES ... 195
Calendar-based view icons..............c.c........ 203 Meeting attendee ........ccccccveeeeevviciiiieeneenn, 196
Delegate OptionS .......ccccvvevviieeeeiiiieee e, 132 Meeting Organizer ........cccoccvveeeiecvveeeesiivnnns 195
Delegate permissions.........ccccccoeeecvvvvveennnn. 132
Keyboard shortcuts ..........cccceveiiiiiienninnen. 207 \
Meeting invitation fields.............ccccceevvveeens 64 Viewing
Meeting planner features.............c.c.c..oc..... 58 Group SChedules ...........oceveveveeereeieennes 116
Meeting response e-mails............................ 73 Multiple days ........ccccevvvveiiieeciie e, 14
Meeting response options............................ 86 Multiple WEEKS..........cocvreereeeereerereerseeinnns 18
Meeting resSpoNnSes...........ccvvnnniiicicinin. 85 Non-consecutive days..........c.c..coceevevrerrnnne. 15
Page setup formattab...............c..oeee. 159 Other calendars...........ccccoeveveeeeeeeeeennns 127
Page setup header/footer tab.................... 161 Recently opened calendars ...................... 129
Page setup papertab...........ccoovnne, 160 VIBWS ..ttt et 12
Permission levels .........ccccoeiiiiieneeninn, 137 Automatic formatting ...............ccceeveveunns.. 105
PIaNNEr OPHONS w..oocovsvvrvvrvvscnscnse 176 DAY oo 13
Recurring options ..., 38 oo ] o 1SR 203
Reminder window buttons.......................... 23 MOGIYING e 189
Table-based view icons............coccoenne. 203 MONEN .. 19
Table-style VIEWS...........oooiiiiiin 21 Table-based ..........cccooeeveveeeerieeeeeeeen, 20
Time zone Options ... 184 TYPES oottt 149
VIeW OPtiONS ... 190 WEEK ..o, 17
Web page calendar options ...................... 144 WOTK WEEK........ooveereeciereceeeseeee s, 16

LI 1= (o R 3
Change Size ... 4 W

TIME DA .eeiiiiiiie e 3,24 Web page pUBIShiNG............rvvverrreeeererreeeenn, 144
FONt oo, 190 Window

TIME ZONES ..o 175,183 Calendar..........cooeeeeeeeeeeeeeeeeeeeeee s 3

Toolbars Meeting Planner............ccocccceeiiiiiiiiieennenn. 57
APPOINIMENTS ....vvoververe e 195 REMINGEIS ...t 23
BULIONS ..o 197

Page 214 @ AFireon © 0A316



