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Basic Microsoft Outlook 2003
Part 2 — Calendar

This handout is simply an outline to be used asidegin class. Microsoft Outlook offers many wags
accomplish different tasks. The steps below idigati least one way to accomplish a task in Micfobso
Outlook. We will explore as much of this prograsitiene allows.

Microsoft Outlook displays your meetings, reminadsi pf your appointments, and schedules appointneaTis
meetings with others. When you schedule meetymscan check to see when attendees are busyepistre
you can find a good time to meet. Outlook willcatelp you keep track of annual events such avarsaries
and birthdays.

VIEWS

Outlook gives you different ways to look at infortoa by putting it in different arrangements. Edalder in
has a set of standard views. To use any of thesvilow, first move to the Calendar.

Use the buttons provided on the toolbar to chahgeiew.| L|Day | 5]Work Week  7]week 31]Month |

Wi | Go Tools  fAchions  He

arrange By F

Mayigation Pane  Alk4+F1L

On the View menu, click the view you want. Reading Pane b

Work Week

7] week
3l tonth
To move quickly back to the current date, click the ] TaskPad
Today button on the toolbar. TaskPad View :

Reminders Windeo
| Taday | i

Toolbars b

[v] status Bar
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NEw VIEW

In the Task Pane in Microsoft Outlook 2003, monttdyendars are displayed as well as My Calendats an
Other Calendars (shared calendars).

View calendars side-by-side

You can view multiple calendars that you have @@ais well as those shared by other Outlook usddhy-
side. Permission has to be granted by the otlegrfuist then follow the steps below.

-,

1. Click the Open a Shared Calendar... link Open a Shared Calendar
2. Enter the user’'s name or click the Name...

button to find a name in the Global Address Lisﬂl |
3. Click OK to see the calendar in the list. —

Calendar |

q February 2004 3
S M TWTF =

1 23 4 36 7
g 910111213 14

15 16 17 181920 21 % Open
cozizase2n Open in New Window Right-clicking on a calendar under
March 2004 Chsa Othier Cokondars Other Calendars gives you many
SMTW TF S S e et options such as:
1 23465 ¢ bt S + Opening the calendar
7 8 9101112 13 3 Tove “Briar * Opening the calendar in a new,
1415161718 19 20 4 Copy "Brian"... separate window
gé iﬁ 23 g‘: 2526 27 -~ | * Copying the calendar
—dg s} * Deleting the calendar from the list
afe! Rename Brian"... * Renaming the calendar on the list
My Calendars . .
Calendar Remove from Other Calendars : '\R/lemO\t/ang thle Cj\lendar fr((j)m thg list
] Glork coiondiar o Move Lo in List thgﬁiest e calendar up or down in
Other Calendars S Move Down inlist + Check the properties of the calendar
[] Annetts Mark All as Read (folder size)
[] Brian
[] Dawn i
[] 1effries, Jerry | Properties

[] MLO043 {Capacity 14) FYS Training Lab

Cpen a shared Calendar. ..
Share My Calendar. ..

=l e EN N
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ADDING HOLIDAYS

-

1. On the Tools menu click Options.
2. Click Calendar Options...

Options

-5

E-mnai

=

' .:' i j

Tasks
.__'.F

Conkacks

e

Maotes

-

Preferences | Mail Setup | Mail Format | Spelling || Security | Other

Calendar
Default reminder:

Zhange the appearance of tasks,

Remindet kime:

Change default settings for contact and journal,

Zhange the appearance of notes,

2/
Delegates |

Zhange the appearance of messages and the way they are handled.

MHkE-mail... g [ E-mail Options... ]

Cuskomize the appearance of the Calendar.

— @000

Calendar Options. ..

30 minutes

|

G100 AM

[ [ Task Cptions. .,

Contact Opkions. .. ] [ Journal Cptions

[ Maoke Options.. .

I ] [ Cancel
[ X
3. Click the Calendar Options .
Add Holidays... Calendar work week
button. 50 Mari Tue wed Thu Fri  []sat
First day of week: | Sunday V Stark time; | 7130 AM V
First wesk of year: | Startsonlani || Endbime:  S:00PM v
Calendar options
[]5how week numbers in the Date kayigator
=]
Allow atkendees ko propose new kimes for meekings you arganize
U=se this response when wou propose new meeking times: | Tentative v
Backaround color: w Flanner Options. .. ]( Add Holidays. ..
[ ]use selected background color on all calendars
advanced options
@ Enable alternate calendar: | English w | | Gregarian v
[ FreeBusy Opkions. .. ] [ Resource Scheduling. .. ] [ Time Zone. .. ]
[ (0.4 ] [ Cancel ]
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4. Select the location of the holidays you want to edgour
calendar and click OK.
5. Click OK to close the Calendar Options box and OKlose the

Options box.

CHANGING THE BACKGROUND COLOR OF THE CALENDAR

w

Select the locations whose holidays wou would like
copied to vour Dutlook Calendar:

Add Holidays to Calendar

Svtia

Thailand

Tunisia

Turkey

IUnited Arab Emirates
Inited Kingdam
IUnited Skates

|| Uruguary

|| ¥enezusla

L_| Yemen

Y

=]

L oK { [ Cancel

1. On the Tools menu click Options.
2. Click Calendar Options...
3. Click the arrow on the drop down box for the lifBackground colors and click on the desired color.
4. Click OK on the Calendar Options dialog box.
5. Click OK on the Options dialog box.
rOpfiuhs @
Preferences | mail Setup || Mail Format | Spelling | Securicy | Other || Delegates |
E-rnail
Change the appearance of messages and the way they are handled.
| Junk, E-mail, ., | I E-mail Options. .. ]
Calendar
Customize the appearance of the Calendar.
Defaulk reminder: 30 minutes V
Tasks -
=¥ Change the appearance of tasks, Calendar Gptiﬂ ns
ﬂ Bt e S Calendar work week
Sht (5 [IMon [W]Tue  [¥]wed [Z]Thu  [v]Fi []sat
B = Change default settings for contact and @
Conkack Opti First day aof week: | Sunday || Starttime: | 7:30 AM [l
i First week of year: Startsonlanl s || Endtime: | 5:00PM Il

Change the appearance of notes,

Calendar options

[]5how week numbers in the Date Mavigator

[=]
Allow attendees to propose new times for meetings you organize

Lze this response when vou propose new meeting times: | Tentative el
Background colar: Planner Options. .. ] [ Add Holidays. ..
- calendars
Advanced options
@ [#]Enable alternate calendar: | English % | | Gregorian w
[ Free/Busy Options. .. ] [ Resource Scheduling.. . ] [ Time Zone. .. ]

| o

][ Cancel ]
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CREATING AN APPOINTMENT
1. Click the New button on the toolb: =iuew ~ |

4 Untitled - Appointment :
! File Edit Yiew Insert Format  Tools  Actions  Help
Hiave and Close | l'.EI Mew = (=i [m | 4% Becurrence.. | ‘@Im‘ite Attendees | L - | }( | - - | 'ip‘,l_ﬁ
Appointmertt | Schedhing
Subjeck:
Location: I_Y_.E Label: |_|:| Mane Ivl
Start Hme,, Sat 12/25/2004 \~| 1zi00 PM |v. [ all day event
End time: \sat 12/25/2004 Iw| [toopm [
[#]Reminder: |30 minutes |v| Show time as: I:.:Bus\{ E%
2. Enter a SUbjeCt and Location: ﬂppuintmgnt Recurrence
3. Select a start date and start time PR
as well as an end date and end FESL
time. Start: |12:00PM [V] End: |1:00FM [v] Duration: | 1 hour [v]
4. Click the Rgrglndfer brl]J.tton ifyou| oo ence pattern
Want_a reminder for this O paily Recur every |1 week(s) on:
appointment.
5. Type any additional information ©eekly | [surday ClMonday  [Tuesday  []wednesday
In the pOX. . . © Manthly [ ] Thursday [ | Friday [+] saturday
6. If this is a private appointment, ) Yearky
click the Private button in the
lower right corner of the box. Range of recurrence
7. If this is a recurring appointment]|  Start: |Sat 12{25(2004 [v| ©ngend dat=
click the| ¥ Recurrence... | ()End after: fi0 OCCLUFFEnCEs
button on the toolbar.
. . : . : Sat 2/26/2005 w
8. Change or adjust options in this @ Erilly = ]
box and click OK.
9. When all changes have been | ok || cancel |
made, C“Chi H Save and Close |
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CREATING A MEETING

wN e

Click the New buttoré. e = | _

When scheduling a meeting, click the Invite Attemibuttorjw

A To... button_ is now available in the dialog boxowcan type in names or click on the To... buttosge
a list of name

To check the availability of attendees, click treh&duling tab.

This screen will show you a list of the attendegsvall as their availability. From this screen yaan move
the meeting date and time. You can also inviteteuél attendees.

When finished clicl: H Save and Close |

: Fle Edt Wiew Insert Format  Tools  Actions  Help

| #2¥Recurrence... £ Cancel Inwitation

Subiject:
Location: [E" Label: |[] Mone

Skart kime; Thu 117252004 s| (7i30aM s &l day event

End time: Thu 11{25}2004 v| |mmoaM |

[+] Reminder: |3EI minukes R | 5| Show time as: | [l out of Cffice

[.ﬂeeting___'-.-'-.-'n:urkslpace. o ] []This is an online meeting using: | Ficcenis el Mestng

[ Contacts... J | | [__Catagn_::rjgg....__] | | Private [
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CREATING AN EVENT

An event is an activity that lasts 24 hours or lemgeExamples of an event include a seminar orcatian.
Usually, an event occurs once and can last fordaryeor several days, but an annual event, suctbathday
or anniversary, occurs yearly on a specific d&eents and annual events do not occupy blocksma ih your
calendar; instead, they appear in banners.

Create an All-day Event fictions | Help
ﬁ Mew Appointment CErl+M
1. Inthe Calendar, on the Actions menu, click New Bdly | New &ll Day Event
Event. =, ) .
In the Subject box, type a description. Gl New MectingReguest ' CurkShit+Q
In the Location box, enter the location. Mew Meeting Request With b

Select any other options you want.

To indicate to people viewing your calendar thait yoe out

of office instead of free, in the Show time as baick Out

of Office.

6. If the event lasts longer than one day, changedhees in Maw Regurring Meeting
the Start time and End time boxes. ==

7. To make the event recur, click the Recurrence huttelect Add or Remaye Attendees,.
the options you want, and then click OK. Forward as iCalsridar

8. Click Save and Close.

" Untitied - Event mEX|

! File Edit Wew Insert Format  Tools  Actions  Help

|l Save and Close | g Mew = =4 (Il | 4_¥Recurrence... | ﬁlm’ite Attendess | ¥ 0 | X | & =

Plan a Meeting...

ablrwn

=
g view Group Schedules...
E Mew Recurring Appointment

|,
Appointrment Scheduling
Subiject:
Location: v Label: |:| Mare ™
Start time: wed 113/2004 v All day evert
End time: wied 11/3/2004 v
[“]Reminder: |1 day V Show kime as: [[] Free ™

pvate
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CALENDAR COLORING
Color can be applied to calendar items by followting steps below:

1. Click on a calendar item to select it.
2. Click on the Calendar Coloring button on the toolba
3. Select a color from the list.

Editing the Labels

1. Click on the calendar item to select it.

2. Click on the Calendar Coloring button on the toolba
3. Click on Edit Labels... on the menu.

4. Modify existing labels and click OK when finished.

-,

Edit Calendar Labels

EEE
mEE
o

|:| Irnpartank IE' hene
- |:| Irnportank
|:| Business
|:| Business
Personal
|:| ] Personal
|:| Wacation D Yacation
[] Must attend [] Must Attend
|:| Travel Required [] Travel Required
. |:| Meeds Preparation
|:| Meeds Preparation
[] sirthday
Birthda
|:| Y |:| Anniversary
|:| Anniversary [] Phone cCal
|:| Phane Call Edit Labels. ..
Autarnatic Formatking. ..
[ (] 4 l [ Cancel
GROUP SCHEDULES

About group schedules

The Calendar group schedule makes it easy forysed the combined schedules of a number of people
resources at a glance. You can create and saipiagroup schedules, each showing a group of lpemp
resources. For example, one group schedule magtiain all employees in a department. While viegan
group schedule, you can quickly schedule a meeaimgyou can use AutoPick to find a time that's fezall
group members.

To create a group schedule:

1. Click on the Calendar.
2. Click the Schedules button on the tool g4 |
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3. To create a new group schedule click the New... butto

Group Schedules

Group Schedules saved with this Calendar:

Mark Johnson
Meeting Rooms
My Depk

wan

YIPs

open...

Delete

Cancel

4. Type a name for the new group schedule and click OK
Create New Group Schedule

Type a name For the new Group Schedule:

Cancel

5. Click under the Group Members heading to add a rtarttee group schedule. Type in a partial or full
name and press Enter on the keyboard. This siveuity the name with the Global Address List on the
Exchange server.

r@ My Department E]@-\

Zoom: | 100% (Day Wiew) ™
1:00 2:00 00 4:00 I=Huln] &:00 700

Group Members

( T }

[ fdd Cthers v][ Optians v] Goto: |Wed 2/15/2004 v

B Eusy B Tertative W Out of Office [~ Mo Information

Save and Close ] ’ Cancel
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6. When all of the members of the group schedule baea entered, click on Save and Close.

-~

Open an existing group schedule: Group Schedules
1. Click the Schedules button on the toolt 83| | Group Schedules saved with this Calendar:
2. Click the schedule name and click the Open..}| mark Johnson W

button to open the group schedule. Meeting Rooms

Open...
WIPs EE'EIZE

Cancel

==
~ =
i
[n O n 1)
—= D
Lo i)
]
=
3
1)
=
=}
m
EJ

Delete an existing group schedule:

1. Click the Schedules button on the tool & |
2. Click the schedule name and click the Delete... utto
3. Click Yes in the next dialog box to permanently ¢gmeup schedule and close the Schedules dialog box.

-,

Delete Group Schedule

Do wou wank to permanently delete this
! Group Schedule?
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GRANTING AND SHARING PERMISSIONS

You can give someone sharing permission to openeatithe contents of your folders by selecting the
reviewer permission when you share a folder. @htaxh, for Outlook, you can give another persoarsiy
permission to schedule appointments and meetinggioin Calendar and to create and modify taskydo
in Tasks, depending on the permission level yoai§péor the person.

SHARING PERMISSIONS

O

With this role | You can

Owner Create, read, modify, and delete all items and figmd create subfolders. As the folde
owner, you can change the permission levels otars for the folder. (Does not apply
to delegates.)

Publishing Create, read, modify, and delete all items and,fdend create subfolders. (Does not

Editor apply to delegates.)

Editor Create, read, modify, and delete all items and file

Publishing Create and read items and files, create subfoldatsmodify and delete items and files

Author you create. (Does not apply to delegates.)

Author Create and read items and files, and modify anetel@ems and files you create.

Contributor Create items and files only. The contents of theéeiodo not appear. (Does not apply t
delegates.)

Reviewer Read items and files only.

Custom Perform activities defined by the folder owner. @3mot apply to delegates.)

None You have no permission. You can't open the folder.

SET SHARING PERMISSIONS FOR A FOLDER

1. Right-click the folder you want to share and
then click Properties on the shortcut menu.

wn

Click Add.

Click the Permissions tab.
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4. Inthe Type Name or Select from List box,
type a name or select a name from the list
and click the Add button.

5. Click OK when finished.

6. Inthe Name box, click the name of the person
you just added.

7. In the Permissions box, click the Role you want
to give that person and click OK when finished.

8. Repeat these steps for each folder (Calendar,
Inbox, Contacts) that you want to share. As
well as for each individual that you want to add.
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ADDING M AILBOXES

Once permission is granted to access the mailbd»adalder (Calendar, Inbox, Contacts) a mailbax loa set
up on the grantee's computer for easy access.

1. Click Tools, E-mail Accounts.
2. View or change existing e-mail accounts should lagked then click Next.

3. Click the Change...
button.
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4. Click More Settings...

5. Click the Advanced tab.
6. Click the Add... button.

7. Type the person's name in the Add mailbox: dialog
box and click OK.
8. Inthe next 3 dialog boxes, click OK, Next, Finish.
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DELEGATES

Delegate Someone granted permission to open another psrieitérs, create items, and respond to requests
for that person. The person granting delegate igeram determines the folders the delegate carsa@m@ the
changes the delegate can make.

With this role | You can

Author With Author permission, as a delegate, you can read and dteate, and modify and
delete items you create. For example, a delegatereate task requests and meeting
requests directly in the managérask or Calendar folder, and then send either item on
the manager's behalf.

Editor With Editor permission, as a delegate, you can do everytmmgughor can do, plus
modify and delete the items the manager created.
Reviewer With Reviewer permission, as a delegate, you can read itemgxtmple a delegate with

Reviewerpermission can read messages in another petabo’s.

With author or editor permissions, the delegatedessl-on-behalf-of permission. Sent messages cointdin
the manager's and delegate's names. Message nésipée the manager's name in the Sent On BehalhOf
and the delegate's name in the From box.

If a delegate needs permission to deal with meegqgests and responses only, the manager can thelec
Send meeting requests and responses only to mgades not to me check box on the Delegates talleesl
not need to grant permission to his Inbox. Meeteguests and responses will go directly to theghk's
Inbox. The delegate will, however, need editomgssion to the manager's Calendar folder, becaose they
respond to the meeting on behalf of the managennbeting is automatically added to the managedsndar
folder.

1. Click the Tools menu, Options, and

the Delegates tab.
2. Click Add... to add a delegate.
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3. Inthe Type Name or Select from List box, typeaae or select a name from the list and click thd Ad
button. Click OK when finished.

4. Set Permissions for each folder and click OK.
5. Click OK on the last dialog box.
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OuUT OF OFFICE FEATURE

1. Inthe Inbox, click the Tools menu, and click OttOffice Assistant.

2. Click “I am currently Out of the Office.”

3. Type the message you want to send to others waileaye out in the text box.
4

. Click OK when finished.
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