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Outlook offers a number of detail options: — Zones p :

Show As — other viewers of your calendar will know if you are busy or out of the office

e Reminder — set up a reminder tone and pop up prior to the event

e Recurrence — establish the event as one that meets on a periodic basis

e Categorize — use your own categories to distinguish types of appointments from one another

e Private — mark an appointment as private so that other viewers of your calendar will not see its details

CHANGE CALENDAR VIEWS

Today | [@Y Search address books > | @ =
A | Week ‘ Menth |
Outlook offers daily, weekly, and monthly views as shown to the right. Ke 5 February 01, 2008

The back and forward buttons advance or rewind the calendar by one period of time. |

CALENDAR OPTIONS

Outlook offers a variety of options for adjusting the days of
the week shown, the time frame of your workday, and so
on.

To access Calendar Options:

e Open the Tools menu
e Click on Options
e Make sure the Preferences tab is active

¢ In the Calendar section of the window, click on the
Calendar Options button.

Calendar Options @g\
Calendar work week

[Osun  [#Mon [“Tue [Fwed [FThu [“Fi [sat

First day of week: | Sunday + | Starttime: |8:00 AM -

First week of year: |StartsonJan1 | End time: 5:00 PM N

Calendar options
Show "dlick to add” prompts on the calendar
[[]show week numbers in the Month View and Date Navigator
Allow attendees to propose new times for meetings you organize

Use this response when you propose new meeting times: | Tentative -

Default color: | [Planner Gptions.... | [ Add Holidays...

[Juse selectzd color on all calendars

Advanced options

@ [[]Enable alternate calendar:

[ Free Busy Options. .. ] [ Resource Scheduling. .. ] [ Time Zone... ]
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SHARE YOUR CALENDAR WITH OTHERS

To permit other users to view your calendar:

e Activate your Calendar.

e In the Navigation area, click on the Share My Calendar link. Clpboard n Basic Text

e In the Sharing Invitation window that appears, use the To...

button to locate the user in the global address list.

e After adding the user, you are returned to the Invitation window. £l Moldawsky. Marck - Calendar

Fill in the check boxes for sharing as desired.

e Click the Send button to send the invitation.

RECEIVING A REQUEST TO SHARE YOUR CALENDAR
You may receive a mail message seeking permission to view

your calendar. To agree to share your calendar, click on the
Allow button in the message.

VIEWING A SHARED CALENDAR
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Dettmer, Carl

Subject: Sharing request: Calendar
Allow recipient to view your Calendar

"‘ﬂ Microsoft Exchange Calendar

Request permission to view recipient’s Calendar:

+ Allow | X Deny j Open this Calendar

Sharing request: Calendar
Moldawsky, Marek

ky, Marek (marek ky@exchange.bgsu.edu) has requested permission
to view your Calendar, Allow or deny permissions by clicking the buttons above, This
person has also invited you to view his or her Calendar.

Tue 2/12/2008 2:32 PM

Dettmer, Carl

/1 Moldawsky, Marek - Calendar

Once someone has shared their calendar with you, you can view their appointments:

1. Activate your own Calendar folder

2. Observe the name of the user whose calendar you have permission to

view. ji]AIICaIendarItems -
My Calendars =
3. Fill in the checkbox by the user's name and the user’s calendar will [¥] 54 calendar

appear to the right.

4. Note that you have the option to turn off viewing your own calendar by

clearing the check box.
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SHARED CALENDAR VIEW OPTIONS

r - Microsoft Outlook
You can view your calendar and the calendars of others in two modes: side-by-side | il o Took Adiens B
or overlay. In Overlay mode, the other user’s appointments appear as faded items in e v
your calendar. e N
& To-Do Bar » [
1. With the calendar activated, open the View menu. o|  Besding Pane v
2. Click on View in Overlay Mode. Daily Task List .
3. To return to side-by-side view, open the View menu and click on View in om0 o Ctri= Alt=1
Side By Side Mode. 4 5] WorkWeek Ctrl-Alt=2
[ |[7] week Ctrl=Alt=3
31 Month Ctrl=Alt=4
: #’j View in Overlay Mode
2 Reminders Window %
PLANNING AND PROPOSING MEETINGS el Tootoars ’
?3 v | Status Bar
This feature allows you to propose meetings — including the ability to check the -
availability of others to attend and send invitations.
1. With the Calendar active, open the Actions menu and o)\ -
click on New Meeting Request. A v
- . S . . 2 e " = 9]
2. Fill in meeting details including date and time. g ;?Delm ﬁ ;'.-'J_ @ 5,
3. To add attendees to the meeting, click on the tmitation G Forward - ([ | pcctant” || Workspate 43"
Adtions Show Attendees

Scheduling Assistant button (fower left).

| Invitations have not been sent for this meeting.

4. In the window that appears, click on the Add
Attendees button. Subject
5. Search the directory for your attendees and add them rocetion:
using the Required or Optional buttons. Start time: | Fri 2/1/2008 v | |1z00Pm v
End time: | Fri 2/1/2005 | |12:30 PM R

6. After you have selected all attendees and confirmed the
meeting date and time, click on the Send button — invitations are now sent to
your attendees. . O ;
Search: Mame only

7. As your attendees respond to your invitation, you will receive a mail message !
from them indicating whether they plan to attend. Neme

§ guest17
& guest1s
8 guest19
§ guest2

& guest20
§ guest21
& guest22
8 guest23
& guest24
& guest25
§ guestle
& quest2?
8 guest2s

<
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TRACKING MEETING ATTENDEES

1.

2
3.
4

To see who has responded to your meeting invitation: Moldawsky, Marek accepted.
i From: Moldawsky, Marek

Activate your calendar To: Dettmer, Carl

Co
Navigate to your meeting and open it Subject:  Accepted: Meeting

. . Nhen: Friday, February 01, 2003 12:00 PM-12:30 PM,

Click on the Tracking button leetom Fommz
Notice you can also add or remove meeting attendees as well as s i o EVE o Ky

[Tentative: Mo attendees have tentatively accepted.
Send a message to your attendees- Declined: Mo attendees have declined.

D"" =] & ¥ )= Meeting - Meeting
— Meeting Insert Format Text Develg
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Cancel
Meeting
Actions

“k j Calendar

5 Forward ~

i

gﬁAdd or Remove Attendees
Q:I Message to Attendees ~
(fi Meeting Workspace

Attendees

Appointment Recurrence

Recurrence pattern

FORWARD A CONTACT AS AN EMAIL ATTACHMENT

You can share the contact information from one of your Contacts with
another user by sending them a file attachment:

1. Activate the Contacts area.

Locate the contact you wish to share with someone.
Right click on the contact and a menu appears.

Trace to Send Full Contact.

The following responses to this meeting have been received:

SET UP A RECURRING MEETING

Fill in your recurring meeting’s details and click OK
Send the meeting request as usual

O Daily Recur every |1 week(s) on:
©wesky | [sinday  Owondsy  Druesday  Fwednesty | 1, Activate your calendar
Owontaly | s CFrid [saturd .
Ovealy e e e 2. Open the Actions menu
Range of recurrance 3. Click on New Recurring Meeting
Start: |Wed 1/30/2008 +| @noend date 4
()End after: |10 occurrences )
(O End by: Wed 4/2/2008 “ 5 .

Aopaintment ime E; Name Attendance Response
e ijw| Dettmer, Carl Meeting Organizer MNone

. . oldaws are ptional endee CCEPLE
Start: | B:00/AM & Moldawsky,_Marek Optional Attend Accepted
End: 3:30 AM -
Duration: | 30 minutes -

ange.bgsu.edu

Open
Print

B

Send as Business Card
Send Full Contact 3

Wiew Attachments » __, In Qutlook Format

In Internet Farmat (vCard)

b

' |

Create

In the sub-menu, click on In Outlook Format.

A new mail message window opens, with the contact information included as a file attachment.

N o g bk~ wDb
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When sending to a non-Outlook user, you may wish to choose In Internet Format (vCard), which can

be viewed by most e-mail applications.
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