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Outlook Calendar

Calendar Views

There are three calendar views that are available to you. They are the Day View, Week View, and the Month
View.
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Setting Workdays and Times

1. From the Menu bar click on Tools then Options.

2. Inthe Options dialog box, click on [

Calendar Options. ., ] button

Options

Preferences |Mail Setup || IMail Format || Speling

|| Cther || Delegates|

E-mail

Change the appearance of messages and the way they are handled,
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Calendar
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[¥] Default reminder:

Customize the appearance of the Calendar.

i Calendar Optmns

Tasks

Change the appearance of tasks,
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Reminder time:
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Change default settings for contacts, journal, and notes,
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Search

p Change the settings for indexing and search.
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Change the settings for mobile notification and messaging.
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3. Edit the information to reflect your work week.

4. When you are done making changes click on the OK button.

Creating an Appointment or Event

Creating a One-time Appointment or Event

1. Select the Calendar button from the Navigation pane.

ST O aisiiaar virg Leirdiiog

Publish My Calendar...

Add Mew Group

2. Click on the New button to bring up a new Appointment screen.

[~ Calendar - Microsoft Outloc
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3. When the Appointment dialog box appears fill in the Subject:, Location:, Start time: and End time:.
Make any notes that you wish in the body of the Appointment dialog box.

. H9 ® & )+ Untitled - Appointment

Ll |
~ Appointment Insert Format Text Developer

= % mCalendar o : f"‘ =
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X Delete
Save & Invite

Appointment|Scheduling | 14 Reminder 15 minutes - |Recurrence Time Catege

Close Attendees E.;Fomard T Assistant Fones -
Actions Show Options

ubject: ||

Location |

Start time: | Mon 5/19/2008 v | |12:00 AM | CJan day event

nd time: | Mon 5/19/2003 v | [12:30 AM v |

4. When you are finished click the Save & Close button.
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Creating a Recurring Appointment or Event

1. Select the Calendar button from the Navigation pane.
2. Onthe Menu bar, click Actions then click on “New Recurring Appointment” from the selection list.
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3. When the Appointment Recurrence dialog box appears, complete all of fields that apply to your
recurring appointment. The three areas that can be changed are: Appointment time, Recurrence
pattern and Range of recurrence.

Appointment Recurrence

Appointment Lime

Start:; | 12:00 M |
End: | 12:30 AM v|
Duration: |30 rninukes vl

Recurrence pakkern

() Dnaiby Recur every EI weekis) on:

@) weekly []sunday tonday [JTuesday [Iwednesday
© Manthly [JThursday [IFriday [ 5aturday
) vearly
Range of recurrence
Start: | Mon 5/19/2008 v| @Hoend date
(JEnd after: OCCUrrEnCEs
OEndby: | Man 7/21/2008 v
[ oK l ’ Cancel ]

4. When you are finished click the OK button.

Marking an Appointment or Event as Private

To mark an appointment or event as private so only you can see the details, click the padlock
icon on the Appointment ribbon, Options group. This can be set for any appointment, event
and recurring appointments and events.
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Modifying Appointments or Events

Open up any Calendar view that the appointment or event is displayed.
Double-click on the calendar item to be edited.

When the appointment or event dialog box opens, edit the fields ti be changed.
Select the Save & Close button to save and exit the dialog box.

e

Deleting Appointments or Events

1. Click once on the calendar item to be deleted.
2. Press the Delete key on the keyboard to delete the item.
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