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Introduction 
Like electronic mail, a computer-assisted appointment book can become an 
indispensable tool for today’s workgroup member.  Manual appointment systems are 
inefficient, take too much time, and frequently cause people to resort to keeping 
multiple calendars.  

Outlook Calendar  is specifically designed to correlate with your workgroup.  It interacts 
closely with the Mail system, so Mail system users can share schedules and access 
copies of schedule information. 

You can authorize various levels of access to different users, providing security for your 
shared schedules.  These access levels permit others to: 

·  Create appointments for you 
·  View your appointments 
·  See whether you are busy at certain times, viewing only your availability, 

minus the details 
·  See nothing at all 

  The main Calendar window in Outlook 
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How to Access your Calendar in Outlook 

Your calendar is found in your Outlook program.  You must log on to Outlook to access 
your calendar. 

   

 

You can click on either 
the Calendar folder in 
the Folder List or you 
can click on the 
Calendar icon on the 
Navigation Pane to 
access your calendar. 
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Calendar Views 
 
Outlook 2007 offers a few different ways to change the view in your Calendar.  In 
addition to using the View pull down menu and or the Toolbar buttons as in previous 
versions of Outlook you can now change the view within the Navigation Pane. 
 

 

 
 

 

 

1. Click on the Calendar 
folder in the Folder 
List or the Calendar icon 
located at the bottom of 
the Navigation Pane to 
open your Calendar. 
 
 

2. Current View will appear 
at the end of the Folder 
List.  From here click on 
the view of your choice. 

 
 

 

 

 

 

 
3. If Current View is not  

visible go to the View 
pull down menu on the 
Toolbar and click on 
Navigation Pane and then 
click on Current View Pane. 
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To select the number of days you would like displayed in the Calendar window simply 
click on the Icon that corresponds with the view on the Toolbar.  For example if you 

would like to view the five day work week click on the  icon and then select 
Show work week, located to the right.  If you prefer a seven day week or the entire 
month then select the corresponding icons. 

 

 

Clicking on  located on the Toolbar gives you the same options 
as in Current View in the Navigation Pane. 

 

Changing the font size in your Calendar 
If you are having difficulty reading the font in your Calendar because it is too small you 
can change it to a larger font. 
 
Step 1. Click on the View pull down menu on your Calendar toolbar and select 

Arrange By. 
Step 2. Click on Current View. 

Step 3. Select Customize Current View. 
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Step 4. Click on Other Settings. 
 

 

 
 
 
Step 5. From this window you can change the Font and size for the Day and Week 

and Month display. 

Step 6. When you are finished click Ok. 
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Ribbon  
Microsoft Office 2007 has changed the standard toolbar and menus into a sleek new 
format called the Ribbon.   This new feature appears in all of the Office 2007 
applications such as Word, Excel, PowerPoint, etc.  Each Ribbon has a set of tools 
specific to that Ribbon’s functionality that you cannot change. 

 
 
 

 

 

 

 

 

 

 
 

 

Office Button  

Click on the Office Button and the following window will appear.  This button gives you 
the ability to create new Outlook items, save, delete and print appointments and 
meetings. 

 

 

 

 

 

 

 

 

Office Button 

Quick Access Toolbar 

Tabs 

Groups 
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Quick Access Toolbar 

The Quick Access Toolbar is a customizable location for your frequently used 
commands.  You have the option to have the toolbar appear above or below the 
Ribbon. 

Step 1. Click on the down arrow in the toolbar to open the Customize window. 

Step 2. Click on any of the options to add to the toolbar. 
 

Step 3. If you would like the toolbar to appear below the Ribbon then select Show 
Below the Ribbon. 

 

 
 
 
To see a complete list of options for the Quick Access Toolbar, right click on the Office 
Button and select Customize Quick Access Toolbar. 
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Step 1. Select an item from the left column and click on Add. 

Step 2. To remove an item from the toolbar select the item in the right column and 
 click on Remove. 

Step 3. To reset the toolbar to the original version click on the Reset button at the 
 bottom of the column. 

Step 4. Reorder the list by highlighting the item and clicking on the up arrow or 
 down arrow. 

Step 5. Click OK when you are finished. 
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Tabs 

Tabs have replaced the standard menus and toolbars.  Each tab has a set of tools 
specific to that tab’s functionality that you cannot change.  In the bottom right corner of 
some of the tabs are little arrows known as Option Clicks.  These Option Clicks open 
dialog boxes that give you more options to choose from.   

 

 

 
Appointment Tab 

 

Within this tab you can: 

·  Create appointments and meetings 

·  Set Reminder times 

·  Set an appointment or meeting as Private 

·  Spell check 

 

Insert Tab  

 

Within this tab you can: 

·  Attach files to an appointment or meeting 

·  Insert you signature 

·  Add clip art, text boxes and symbols 

Options Click 
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Format Text Tab  

 

Within this tab you can: 

·  Set the font and text color 

·  Add bullets 

·  Format the paragraph 

 

Calendar  
Sharing your calendar and viewing multiple calendars at once is a snap.  Click on the 
calendar icon located on the Navigation Pane and get ready to experience the ease of 
application like never before. 

To open the following window click on the calendar icon  in the Navigation Pane. 
From this window you can open and view other user’s calendars (in the same window) 
that you have permission to by checking the box next to their name.  Notice how each 
calendar is represented in a different color.  To close these calendars simply uncheck 
the box.  
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Sharing Calendars 
Outlook 2007 has made it very easy to share calendars.  Not only can you share your 
calendar from this window you can also request to share another user’s calendar. 

1. Click on the Share My Calendar link located on the Navigation Pane within the 
Calendar window. 

2. The following email automatically opens. 

 

 
 

3. Enter the person’s name in the “To” box that you would like to give permission to 
access your calendar. 

4. If you would like to access the recipient’s calendar click in the box next to 
Request permission to view recipient’s Calendar. 

5. Type a message if you wish and click send.  The following window will appear, 
click Yes to send. 
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6. After the message has been sent an acknowledgement window will appear 
stating that your calendar has been shared.  Click OK to close the window. 

7. The recipient will receive the following email: 

 

 
 

8. The information bar located under the Ribbon explains the email and how the 
recipient should respond.  Here the recipient decides whether to allow or deny 
the request. 

9. After clicking on Allow or Deny the following window appears. 

 

 

 

10. The recipient clicks Yes and a message is automatically sent to the person 
requesting permission to view the calendar.  The information bar contains the 
response. 
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11.  Click on the Open this Calendar icon and the person’s calendar opens. 

12. The person’s name appears in the Navigation Pane under People’s Calendars.  
You can now view this calendar along with any other calendars that you have 
permission to view. 

 

 

 

 

 

NOTE:  The default permission level for sharing a calendar this way is Reviewer.  If you 
need a higher permission level then you will have to contact the person and he or she 
will need to grant a different permission level on their end.  

 

 

 

 
 

Other user’s 
calendar 
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Assigning privileges and an Alternate way to Share Your Calendar: 

 

Step 1. Right click on the Calendar folder located in the folder list.  Select 
Properties. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 
 

Step 2. Click on the Add button to add a user. 
 
   
 
 
 
 
 
 
 
 
 
 
 

Click on the 
Permissions  Tab 
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The Add User Box 
 

 
 

a. Locate the person you are granting access rights to from the Global 
Address List, highlight the name with a mouse click, and then click on 
the Add  button (note you can add multiple people from this 
window) . 

b. Click on the OK button. 

c. Click on the name of the person being assigned calendar privileges, 
click on the down arrow next to Permission Level and select a privilege 
category. 
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Assigning Permission Levels: 

 

 

 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

Step 3. When finished, click OK to continue. 

Security for Access Privileges  
 

Access Roles Capabilities 

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

Contributor Create items and files only. The contents of 
the folder do not appear. 

Reviewer Read items and files only. 

Author Create and read items and files, and modify 
and delete items and files you create. 

Click on the 
down arrow to 
select a privilege 
category. 
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Publishing Author Create and read items and files, create 
subfolders, and modify and delete items and 
files you create. 

Editor Create, read, modify, and delete all items and 
files. 

Publishing Editor Create, read, modify, and delete all items and 
files, and create subfolders. 

Owner Create, read, modify, and delete all items and 
files, and create subfolders. As the folder 
owner, you can change the permission levels 
others have for the folder. 

 

 

Viewing Other’s Calendars  
 

To view a co-worker’s Calendar that you have access to click on the Calendar icon 
located at the bottom of the Navigation Pane. 

Step 1. Click on Open a Shared Calendar link. 

Step 2. Type the user’s name in the Open a Shared Calendar window. 

 

Step 3. Click OK. 

Step 4. The user’s calendar will open in your Calendar window. 
 

Outlook 2007 allows you to view several calendars in the same window at once. 
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All of the Calendars associated with mailboxes that you have access to will be listed 
under My Calendars.  Individual user’s calendars will appear under People’s Calendars. 
To view a calendar, click in the box next to it.  You can view multiple calendars at the 
same time in the same window. 

 
To distinguish between calendars Outlook assigns a different color to each calendar. 
Notice that when the box is checked next to another user’s calendar the color changes 
to correspond with the calendar view in the window. 
 
To close the calendar, simply uncheck the box next to the calendar. 
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Scheduling Appointments 

Step 1.  Click on the Appointment Button        on your standard 
toolbar and the following window will open. 
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Step 2. Enter a subject and or a location for this appointment in the following 
boxes. 

 

Step 3. Enter a start time and date and an end time and date for the 
appointment.  If it is an All Day Event, just click the All Day Event  box. 

 

 

Step 4. If you would like a reminder for the appointment, your calendar will 
notify you.  You must click the Reminder  box, located on the Ribbon 
and indicate how many minutes before the appointment you would like 
to be reminded. Fifteen minutes is the default time, click on the down 
arrow next to the time indicator window to select a different time. 

 

 

Step 5. You can also record how your appointment should be displayed:  Free 
time, Tentative  time, Busy  time, or Out of Office . Click the down 
arrow next to Show As  to choose which of these best suits your 
appointment. 

 

 

Step 6. If you would like to have this appointment marked as private, click on 

the Private  button located on the Appointment Ribbon Tab.  
This will place a padlock icon next to your appointment in your 

calendar.    Using the private function will prevent 
others from viewing the details of that particular appointment when 
they have access to your calendar.   
      

Enter reminder 
time 
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Step 7. Once you have all your desired options for your appointment, click on  

the Save and Close  button   located on the Appointment 
Ribbon Tab. 

 

Scheduling Recurring Appointments  
Step 1. Follow all the above steps to create the appointment. 

Step 2. On your standard toolbar, click on the Recurrence  button    
located on the Application Ribbon Tab and a dialog box will appear. 

 

 

Step 3. Choose a start time and end time. 

Step 4. Choose a recurring pattern. 

 DAILY:   If it is a daily occurrence select Daily  under Recurrence 
 pattern. 
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 a) Select Every day(s)  and enter the number of days per week you 
 would like the appointment to occur. 
 b) Or select Every Weekday  for the appointment to occur on a daily 
 basis.  

 

 

 WEEKLY:   If the appointment is a weekly recurrence click on Weekly  
 under Recurrence pattern .   
 a) Next choose the day of the week you would like the weekly 
 appointment to occur.  
 b) Indicate the weekly occurrence by entering a number in the Recur 
 every week(s)  box (i.e. 1 for every week, 2 for bi-weekly, etc).   
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 MONTHLY:  For a monthly recurrence select Monthly  under 
 Recurrence pattern . 
 a) Next choose the day of the month you wish the recurring 
 appointment to happen by filling in the number next to the Day box. 
 b) Indicate if you want the appointment to occur every month or every 
 other month or every 3 months, etc. by entering a number in the box 
 next to of every . 
 c) To select a specific weekday for the recurrence select The, and 
 click on the down arrows in the two boxes to make your choice. 
 d) Fill in the frequency of the recurrence in the of every box to the 
 right of the two The boxes. Remember to click on the down arrows for 
 more choices. 

 

 

 

 

 

 

 

 

 

 

 

 

 YEARLY:   For a yearly recurrence select Yearly  under the 
 Recurrence pattern . 
 a) Next select which month and day the appointment is to take place 
 by filling in the boxes next to Every . 
 b) Or select The and click on the down arrows of the corresponding 
 boxes to select which day and month the recurrence will take place. 
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Step 5.  Select when you would like the appointment occurrences to end. 
a) Select No end date  if the appointment will be ongoing.  
b) Click the End after  option and enter the number of times you would 
like the appointment to occur.   
c) Or click the End by  option and enter a specific date you would like 
the appointment to end or click on the down arrow next to the End by  
box and select a date. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 6. Once you have completed these steps, click on the OK button and this 
will set your appointment to become recurring.   

You will notice that any recurring appointment will have a cycle symbol 
next to the subject.  
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Scheduling Meetings 
 

Step 1. Go to the File Pull Down Menu , click on New and select Meeting Request . 
Or click on the Down Arrow next to your Appointment button to bring down a 
list of options.  Click on the Meeting Request  option. 
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Meeting Invitations  
 
Step 1. Click on the To button in your Meeting Request Window. 

 
 

Step 2. Select your meeting attendees from the 
global address list. You can make 
them either: 

�  Required Attendees 

�  Optional Attendees 

Note:  Resources  are inanimate objects such as a 
conference room, projector, etc. with their own 
e-mail account. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
Step 3. Once you have selected your attendees 

click on the OK button. 
 

Step 4. Follow the instructions for making an appointment to create the rest of the 
meeting.  (i.e. location, time, recurrence, reminder) 
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Scheduling Button 

The Scheduling tab in Calendar helps you set up meetings quickly. The Scheduling 
button shows free/busy time for both people and resources you have invited so that you 
can easily determine when to schedule the meeting.  

Click on the Scheduling button   
 

 

This tab makes planning your meeting easier by allo wing you to see the 
availability of the other attendees. 
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You can also change the time of your meeting in this window by clicking on the down 
arrows next to Start time  and End time . Click on the AutoPick Next arrows. Calendar 
will find the first time that is open for all the attendees you have specified. 

 

 

The Add Others  button gives you the option to add more people to the meeting 
invitation. 

The Options  button gives you the following choices:  

 

Show Calendar Details:   select this option if you would like to view the description of 
all your appointments.  Only your appointments and the appointments of individuals to 
whose calendars you have access rights to, are visible. 

 

 

After scheduling a time, location, and extending invitations to the meeting, click on the 
Send button to send an information e-mail out to all of your attendees. 

If you do not wish to send an e-mail to an attendee , uncheck the box next 
to the person’s name.  Only the attendees with check marks will receive an e-
mail. 
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After sending invitations to the meeting attendees, the meeting will be automatically 
added to your calendar. 
 

Alternate Ways to Create a Meeting 
 

If you’ve already selected the exact date and time of the meeting: 
 
Step 1. Switch to a Calendar view of that date and select the block of time. 
 
 
Step 2. Right click and choose New Meeting Request  from the short cut menu. 

 

 
 

Step 3. This option opens a meeting request form with the date and time already 
filled in. 

 
To open a meeting request form with the invitees’ n ames already filled in: 
 
Step 1. Select a single contact from your contact folder, right click, rest the mouse on 

Create and choose New Meeting Request to Contact . 
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Step 2. Select multiple contacts by left clicking on a contact to highlight it.  While 
holding down the Ctrl key left click on the other contacts that you would like to 
invite to the meeting. 

Step 3. Click on the Actions pull down menu (located on the toolbar) and select 
Create and click on New Meeting Request to Contact . 

 

 
 
If you’ve already created an appointment in your Ca lendar folder and you want to 
turn it into a meeting:  
Step 1. Open the item from your Calendar view and click the Invite Attendees  

button. 

     
Step 2. This option uses all details you defined previously, adding a field in which you 

can enter the names of other attendees. 
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Step 3. At this point, you can search manually for a meeting time or use the 
AutoPick  feature to help out. 
a) Click on the Scheduling Tab . 
b) Click on AutoPick . 
c) You can follow the steps covered under Meeting Invitations described 
above to finish creating your Meeting Request. 

 
 

Responding to a Meeting Appointment  

When someone is trying to schedule a meeting with you, he/she issues an invitation in 
the form of an e-mail. 

You will be notified by e-mail that someone is trying to schedule a meeting with you. 
The Meeting Request is identified by the following icon in the Inbox. If you have a 
designated assistant, that person will also be notified.  
  
Click on the Meeting Request and the following window will appear. 
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Responses to Meeting Requests  

Response Effect 

Accept Places meeting on your appointment book, sends 
you a message confirming successful scheduling, 
and lets you personalize a reply. 

Decline Sends back a message declining your attendance, 
and lets you personalize the response. 

Tentative Tentatively marks your appointment book with the 
meeting, and sends back a message. 

Propose New Time 2 choices; Tentative and propose new time or 
Decline and propose new time. 

 
 
When you receive the meeting notice, you have four options.  You can accept the 
meeting request, decline it, book it as a tentative meeting, or propose a new time. 
 
Click on Accept , Tentative  or Decline  and one of the following windows will appear. 
 
 
 
The window gives you 3 choices: 
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·  Edit the response before sending.  Select this option if you would like to include 
some comments in the response to the meeting organizer. 

·  Send the response now.  Select this option if you want the response sent without 
any comments from you. A default notification will be sent to the meeting 
organizer. 

·  Don’t send a response.  Select this if you do not want a response to be sent to 
the meeting organizer. 

 
 
Once you have selected either Accept , Tentative  or Decline  the Meeting Request e-
mail disappears from your Inbox and the meeting is entered into your calendar unless 
of course if you selected Decline . 
 
As soon as a Meeting Request e-mail is received in your Inbox the meeting is 
automatically entered into your calendar as a Tentative meeting even before you open 
the message. 
 

 The blue and white striped bar to the left of the meeting title 
indicates that this is a Tentative  meeting. This is what will appear in your Calendar if 
you open and close the Meeting request without selecting a response or if you select 
the Tentative  response. 
 

 When you select Accept , the meeting will automatically 
appear in your calendar. 
 
The following icons are samples of responses to the meeting organizer that appear in 
their inbox.  Notice the subject line indicates the person’s response. 
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Propose New Meeting Time  
 
If you’re not the meeting organizer, you can propose an alternative date or time for the 
meeting.  Click on the Propose New Time  box.  
 
The following window will appear: 
 
 

 
 

 
Step 1. From this window you can manually select a new time or use AutoPick  to 

search for the next available time. 
 
Step 2. Click on Propose Time  located at the bottom of the window (shown above). 

 
Step 3. A response window will open where you can send a message to the meeting 

organizer indicating that you have proposed a new time.  Notice how the 
subject box contains the message New Time Proposed .  The Current  
meeting time and the Proposed  meeting time are listed below the Subject 
box. 
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Step 4. Enter your message and click Send. 
 
 
Checking the Status of a Meeting Request 

As the meeting organizer, you can check a meeting’s status at any time by opening it.  
Look at the information bar located below the Ribbon to see a running tally of the 
number of prospective attendees who have accepted, declined, or failed to respond. 
 

 

 
 

 

 
 

 

 
 

 
 

Information Bar 
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For a more detailed view of responses, click the Tracking  tab.  This list lets you see at 
a glance which invitees have failed to respond to your invitation, allowing you to send a 
follow-up message quickly, if necessary. 

 
 

Rescheduling or Canceling a Meeting 

As the organizer you can change the date or time of a meeting and change other 
details such as location or cancel the meeting altogether. 

To make a change: 
Step 1. Open the meeting in your Calendar folder. 

Step 2. Click the Appointment tab. 

Step 3. Change the meeting details. 

Step 4. Click Send Update  button  . 
  An Update message looks exactly like the original request.  Everyone who 
  receives it will see the Accept, Decline, and Tentative buttons, just as if it 
  were an original meeting request.  When you send an Update message, 
  be sure to include text in the Notes box that explains the changes you’ve  
  made.  If you omit this step the attendees may think this is a duplicate of 
  the original meeting request and fail to notice the changes. 

Step 5. Or you can click on the Save icon ; Outlook will prompt you to send an 
Update message to everyone on the list. 

 
To cancel the meeting: 
 
Step 1. Open the meeting in your Calendar folder. 

Step 2. Click on the Cancel Meeting icon located on the Ribbon bar 
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Step 3. Outlook will generate a cancellation request.  Click on send Cancellation. 
 
An alternate way to cancel the meeting:  

·  Right click on the meeting entry in the Calendar window and select Delete. 
 

 
 
·  If this were a recurring meeting the following window would open, after selecting 

Delete, asking if you want to Delete this occurrence or Delete the series. 
 

 
 
 
NOTE: 
 You can decline an invitation after you have already accepted the meeting 
request and added it to your Calendar. 
 
Step 1. Open the meeting in your Calendar. 

Step 2. Click on the Decline  button located on the Ribbon.  
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Step 3. The following window will appear asking if you would like to send a 
response. 

 

 
 

Step 4. Select Edit the response before sending and add text explaining that your 
schedule has changed. 

Step 5. Click the Send button. 
 

 

Printing Your Calendar  
 

Even though there are many options to view your schedule on the screen, there will be 
times when you will want to print a hard copy.  Calendar includes flexible printing 
options. 

To print your appointment schedule: 
 
Step 1. Click on the File pull down menu. 

Step 2. Select the Print command by clicking on it. 

Step 3. Select the view that you want to print.  The options are Daily Style , Weekly 
Style , Monthly Style , Tri-fold Style and Calendar Details Style . 

Step 4. In the Print Range  area, adjust the Start  and End dates.  If you’re printing 
the paper version for someone else, such as a co-worker or assistant, click 
the check box Hide details of private appointments  to show only those 
times that are for public viewing.  

Step 5. Click the Preview  button to see what your page will look like when printed. 

Step 6. Click the Page Setup  button to adjust layout options, paper sizes, fonts, 
headers, footers and other settings. 
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Step 7. Check the Printer Name to make sure your Calendar prints to the correct 
printer. 

Step 8. Click on OK after you have designated all of your options. 

 

 


