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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 provides excellent tools for managing appointments and events on

your schedule. Outlook calendar is also 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 to your
shared schedules. These access levels permit others to:

e Create appointments for you

e View your appointments

e See whether you are busy at certain times, viewing only your availability minus
the details.

e See nothing at all

The main calendar window
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NEW FEATURE IN OUTLOOK CALENDAR 2010

A cool new feature in Outlook Calendar 2010 is the ability to change time zones to
match your current geographic location. When the time zone is changed, this is the
same as changing the time zone in Control Panel in Windows. When you change the
time zone setting in Outlook 2010, all Calendar views are updated so that they display
the new time zone, and all Calendar items reflect the new time zone.

1. Click the File tab.
2. Click Options.

Home

&l save As

Uy save Attachments

Info

Open
Print

Help

:] Options

Exit

S

3. Click Calendar in the Outlook Options window.
4. Under Time Zones, type a name for the current time zone in the Label box.
5. Inthe Time zone list, click the time zone that you want to use.

General

Mail

Calendar

Contacts

Time zones
Tasks

L .
Motes and Journal Labek:

1
~ Timezone: | (UTC-05:00) Eastern Time (US & Canadal
Search - ¢ I ! | lz‘

Mobile [] Show a second time zone

Language Label

ezone: |[UTC-12:00 ernatic e Line Wes!
Advanced Time zone: | (UTC-12:00) International Date Line West

Customize Ribbon
Quick Access Toolbar

Add-Ins

Trust Center
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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.

4 Favorites
L] Inbox (1}
=] Sent Items
(5] Deleted Items

L ] Inbox (1)

7| Drafts

=7 Sent Items

(3] Deleted ltems
L@ Junk E-mail
.~ Outbox

Uy RSS Feeds

L Search Folders

- Mail

d

| j Calendar

&] Contacts
l] Tasks

o] O3 (8] -
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CALENDAR VIEWS

1. From the Navigation Pane, select the calendar you would like to view.

4 January 2012 3 <

SubMo TuWe Th Fr 5a

1 2 3 45 6 7
& 9 10 11 12 13 14
15 161718 19 20 21
22 23 24 25 26 27 28
29 30 31

4 [l My Calendars
Calendar
[ calendar
[C] calendar
|:| Calendar
|:| Calendar
[C] calendar

|:| Shared Calendars
»[C] Other Calendars

2. Click the View tab to see all the default calendar views.

oo EEEEET | BN EE H @ 3 &

Change View  Reset Day Work | Week |Month Schedule Color Daily Task Mavigation Reading To-Do People Reminders OpeninMNew Close
View ~ Settings View Week hd View £ hd List = Pane ~ Pane~ Bar~ Pane ~ Window Window  AllTtems

Il 11g

Current View Arrangement T | Color Layout People Pane Window

3. Select a view to apply it to your calendar.
4. Current View will appear under “My Calendars” and will be highlighted a specific
color
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e Changing the Font Size of 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.

1. Click the View tab.
2. In the Current View group, click View Settings.
3. Inthe Advanced View Settings box, click Other Settings

Advanced View Settings: Preview

Description

Columns. .. Start, End

Group By...

Sort

[

Filter... | off

[

Other Settings...

] Fonts and other Day/\Week/Month View settings

[ Conditional Formatting

rmat Lolumns...

[

Reset Current View

] User defined colors for appointments

4. Make your font changes, Click OK

Fermat Day/Week/Maonth View

Day and Week

Time Font... 16 pt. Segoe UI

Font... & pt. Segoe UL

General settings

Time scale: a0 minutes

[ o |

Show end time

Bolded dates in Date Mavigator represent days containing items

Bold Subjects in the Calendar

Cancel
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Calendar Sharing

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.

From this window you can open and view other user’s calendars (once permission has
been granted) within the same window. Notice how each calendar is represented in a
different color. To close these calendars, locate the calendar in the Navigation Pane,
and uncheck the box to the left of the calendar or click the x on the calendar.

1 o A
4 setober 2011 . .
e ¥o Tz fe Ta z¢ | 4 * October 30 - November 05, 2011 , - F]
2 3 . = . Calend. 4 Calendar x 4 Computer Training 1 x
5 5 6
2 13 14 30 31 2 3 4 5 30 31 1 2 3 4 5 30 31 1 2 3 4 5

‘omputer Training 1 Andi

Prvious Appeimment =

SAT
Com

Mail

Show tasks on: Due Date v
J Calendar

8| contacts

o] Tasks

<

Items: 0 This tolder is up to date Connected to Microsoft Exchange | |[O|@ G O 100% (= +,

e E-mail Calendars
1. Click on the Home tab and in the Share group, click E-mail calendars

mmmm

E-mail
Calendar

Share
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2. In the Send Calendar window specify the calendar information you want to

include.

Send a Calendar via E-mail

.;Jj Specify the calendar information you want to indude.

Calendar: [Calendar - Software Application Training Registration V]

Date Range: [Tuday ']
Tue 1112011

Detail: Availability only

or "Out of Office”

Time will be shown as "Free,” "Busy,” Tentative,”

[] Show time within my working hours only Set working hours

l oK ] [ Cancel

3. Once you select what you'd like to send, it will condense the calendar into an e-

mail.

g . c o E-E. B ) @8 % ¥ Follow Up
vt K0 E-E-% S @ b (g T -8
e B4 U V-4 EE=m ope ek | Attach Atach Signalue i "

4. Type the recipient’s name in the To.. line and click send
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e Sharing Your Calendar

1. Click the Home tab and in the Share group, click Share Calendar.
mmun:
N
Share
ir Calendar |
5h
2. The following email automatically opens, enter the recipient’'s name in the To..
line.
l Share Insert COptions Format Text Review 2] @
= : - = = . i= 4 8a &“{'—?J @ ] E ¥ Follow Up ~
A = £
j ' M v . j’ ¥ HighImportance
Paste B 7 U | % = = = | = ;= | Address Check | Attach Attach Signature
. 3 = = = e Book Mames | File Item~ = § LowImportance
Clipboard Basic Text Mames Include Tags Zoom
Ta... |recipient'5 name
S;dll Subject: Sharing invitation: Duhgés. Trewa - Calendas
en
|:| Request permission to view recipient’s Calendar
Allow recipient to view your Calendar
Details: | vailability only -
:
Time will be shown as “Free,” "Busy,” "Tentative,” or "Out of Office’
[ﬁ Microsoft Exchange Calendar
o

3.

4. Type a message, if you wish, and click send. The following window will appear,

Microsoft Office Outlook

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

click Yes to send.

rﬁ Share this Calendar with Dungee, Treiva
i-' Y=

Permissions: Reviewer (read-only)

<tdungee@wcupa.edu=?

L oves
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5. The recipient will receive the following email

o

v X|=

r_mg

T;{ x

Sharing request: Calendar - Share

i aMeetmg 45 work L QRU‘“‘

,3 To Manager

Openthis = Delete | Allow Deny Rep\y Reply # 1o —|| Move
Calendar Al Epilcanitnal Tl - ] Adions
Open Delete Respond Quick Steps Move

you to view his or her Calendar.
From:
To:
Subject:

Dungee, Treiva
Glassey, Lauren A
Sharing request: Calendar

Dungee, Treiva - Calendar
Microsoft Exchange Calendar

N| OneNote

@& Dungee, Treiva (tdungee@wecupa.edu) has requested permission to view your Calendar. Allow or deny permissions by clicking the buttons above. This person has also invited

-

=
2@
JMarkUanad a& #4 Find ©
3. Categorize = % Related = A
Translate Zoom
* | ¥ FollowUp ~ L¢ Select v
Tags Editing Zoom

Sent: Thul1/12/201212:10 FM

|.@
|

6.

i)

-

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.

' Microsoft Office Outlook [L&

After clicking on Allow or Deny the following window appears.

I

Share this Calendar with Szonntag, Julianna
<JSzonntag@wcupa.edu>?

P
eyl

Permissions: Reviewer (read-only)

[

Yes No

J |

requesting permission to view the calendar. The
response.

-

The recipient clicks Yes and a message is automatically sent to the person

information bar contains the

Click Open this Calendar and the person’s calendar opens and their name

appears in the Navigation Pane under Shared Calendars

File Share o e
o i A, - i =
E] x J ﬁMeetmg (23 PO Copies 5% A Rules b IJE ? a& 34 Find 1;
..... L5 I Academy < N OneNote e B Related -
Open this | Delete Reply Reply & are - - _ Move X Assign | Mark |Categorize Follow Translate Zoom
Calendar All {5 Debbie-lights + |2 Adtions ~ | pglicy ~ lUnread - = lg select -
Open Delete Respond Quick Steps Move Tags Editing Zoom

Open this Calendar

Open the folder you have been
given access to.

Subject:  Allowed: Sharing request: Calendar
l% Glassey, Lauren A - Calendar
= Microsoft Exchange Calendar

.edu) has allowed you to view his or her Calendar. Click the Open button above.

Sent Thu1/12/201212:18 PM
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e Assigning Permissions to Your Calendar

1. Open the Home tab and select Calendar Permissions located in the Share

==

group.
-
Calendar Properties
| General I Home Page | Permissions |Syr1d’1mr1izatinn|
Mame Permission Level i
Default Custom |E
hib— L TR A [ RLEL L]
Fhde Wia Vgl Toomml e a (e i
f_|"“__”_ 1 o | F
[ Add... ] [ Remove ] Properties...
Permissions
Permission Level: [Custom -
Read Write
i) None [ create items
(@ Free/Busy time ["|create subfolders
= FreeBusy time, subject, [] Edit own
-~ location I Edit all
() Full Details
[ Other Free/Busy... ]
Delete items Cther
(@) Mone [| Folder avwner
i) Own Folder contact
i al Folder visible
[ Ok ] [ Cancel ]

Apply

2. Select a Name to change their permissions.

3. Under Permissions, select an already established permission level or customize

the permissions.
4. Click OK.
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Permission Levels

None

The person cannot see any information related
to your calendar

Free/Busy time

Free/Busy time, subject, location
Contributor

Reviewer

Nonediting Author

Author

Publishing Author

Editor

Publishing Editor

Owner

The person can see when you're free or busy
The person can see the time, subject, and
location of your appointments

The person can put appointments on your
calendar but cannot see details of existing
appointments

The person can read everything related to an
appointment (except a private one) and see
folders, but not subfolders

The person can see appointment details,
create appointments (but not folders), and
delete the appointments they created

The person can see appointment details,
create appointments, edit appointments they
created, and delete appointments they created
The person can do everything an Author can,
plus create subfolders

The person can create items, edit all
appointments, delete any appointment, and
see the full details of all appointments

The person can do everything an Editor can,
plus create subfolders

The person will have the same permissions to
your calendar that you have

Note: You can also grant access to your calendar from the Calendar Properties

window.

a. Click Add

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

Click OK.

oo

Assign the appropriate calendar privileges
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VIEWING ANOTHER CALENDAR

Click the Calendar icon located at the bottom of the Navigation Pane.

Select Open Shared Calendar

PwbdPR

search the Global Address book.

r
Cpen a Shared Calendar |i|ﬁ

Mame... tdunges|

[ K ] | Cancel |
—

5. Click OK.
6. The user’s calendar will open in your Calendar window.

Click the Home tab and in the Manage Calendars group select Open Calendar

Type the user’'s name in the Open a Shared Calendar window or click Name and

Note: Outlook 2010 allows you to view several calendars in the same window at once.
To distinguish between calendars, Outlook assigns a different color to each calendar.

To close the calendar, simply uncheck the box next to the calendar.

< Calendar - JC671566@wcupa.edu O - @ =

D E eSS EEE

New New  New | Today Nedt7 | Day Waork |Week |Month Schedule  Open Calendar | E-mail | Share  Publish Calendar
Appointment Kzeting ~ Items = Days alendar Calendar Online * Permissions
N GoTe nge Share Find
4 sgtober 2011 %
Sz #o Ta e Ta rr | * *» October 30 - November 05, 2011 Search Calendar (Ctrl-E) P
Calendar % 4« Calendar  x 4 ComputerTrainingl X
30 31 1 2 3 4 5 30 31 1 2 3 4 5 30 31 1 2 3 4 5
gam -
4[7] My Calendars gm
7] Calendar
] Calendar
Mea
4[¥] Shared Calendars 0% 2
| Computer Training 1 Ande
100
12°Pm

=

Wext Appointm ent
2

)
2
2

Previous Appaintment

|| Home | send/Receive  Folder fiew o @

00
Com
Andi
400
500
500
~4 Mail
B Cend Show tasks on: Due Dat -
5| calendar
A4
w
85| contadts S
= [
o] Tasks
bl Ca (8~ -
Ttems:0 | This folder is up to date. [%] Connected ta Microsaft Exchange | ([0 B8 [ 100% (=) L} {+)
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SCHEDULING APPOINTMENTS

1. On the Home tab, Select New Appointment

] Home 5end / Receive Folder View
] ﬂ% % ey omum pme (e paan paamm = j @ pB Find a Contact =
EEeTe] 1 mmm T ““j = E_ = "“-- ¥ ..a =
&8 = —Ii; =1 ¥ X [} Address Book
Mew Mew Today MNext7 Day Work | Week |Month Schedule Open Calendar E-mail Share  Publish  Calendar

Appointment|Meeting ~ Items ~ Days Week - View Calendar = Groups ~ | Calendar Calendar Online ~ Permissions
New GoTo Arrange Manage Calendars Share Find

2. Enter a subject and or location for this appointment in the following boxes.

Subject: |

Location:

3. Enter a start time and date and an end time and date for the appointment. If it is
an all day event, check the ALL DAY EVENT box.

Start time: Thu 11,3/2011 = | | 800 AM - |:| All day event
End time: Thu 11,3/2011 = |5:30 AM -

4. If you would like a reminder for the appointment, 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 the down arrow next to the time indicator window to select a different
time (outlined here in black).

E Show As: [ Free M O @

& Reminder: Mone + Recurrence  Time
Zones

Crptions
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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 (see picture in
step 4) next to Show As to choose which of these best suits your appointment.

Free =
Free
Tentative

Busy

mEE s OU

Cut of Office

6. If you would like to have this appointment marked as private click Private

[ (&) Private
—|D ¥ HighImportance
CatEE-JI'IZE § LowImportance
Tags

7. Once you have all your desired options for your appointment, click Save and
Close.
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e Scheduling Recurring Appointments
1. Follow all steps for creating an appointment (directions in previous topic).
2. Click Recurrence in the Options group:

The following dialogue box will appear:

Appointment Recurrence

Appointment time

Start: 8:30 AM

End: 9:00 AM

Duration: | 30 minutes

Recurrence pattern

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

@) Weekly ] sunday O] Manday [ Tuesday [ Wednesday
_) Monthly Thursday (O] Friday [C saturday

) Yearly

Range of recurrence
Start: | Thu 11/3/2011 [+] @ MNoenddate

) End after: 10 OCCUMTENCES

1 End by Thu 1/5/2012 [~

I I Cancel

3. Choose a start time and end time.
4. Choose recurring pattern.
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Example:
DAILY: if it is a daily occurrence select Daily under Recurrence pattern.

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.

Appeintment Recurrence

Appointment time

Start: 500 AM

End: 9130 AM

Duration: |30 minutes

Recurrence pattern

@) Daily @ Every |1 | day(®)

Weekly Every weekday

Monthly

Yearly

Range of recurrence
Start: | Thu 11/3/2011 [=] @ Moenddate

End after: 10 OCCUMTENCES

End by: Sat 11/12/2011

Ok, | | Cancel

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.).

Recurrence pattern

Daily Recur every |1 week(s) on:

@) Weekly Sunday Monday Tuesday Wednesday
Monthly | Thursday Friday Saturday
early

Microsoft Outlook Calendar 2010 Page 17



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, every two months
or every three months, etc. by entering a number in the box next to the text 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.

Appointment Recurrence | 22 |

Appointment time

Start: 200 AM E
End: 9:30 AM E
Duration: | 30 minutes IEI

Recurrence pattern

_) Daily @ Day 3 ofevery |1 month(s)

* ".-'-,I'EEk.l'!III . The first IEI Thursday IZI DfE'-,'Er'!I-' 1 I'I'IDI'I'H'I(S:'
@ Monthly

) early

Range of recurrence

Start: | Thu 11/3/2011 [+] @ MNoenddate
) End after: 10 OCCUMTENCES
I End by: Fri 8/3/2012 E
OK ] [ Cancel Remove Recurrence
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YEARLY: for a yearly recurrence, select Yearly under the Recurrence pattern.

a.) Select how often the appointment is to occur.

Appointment Recurrence

Appointrment time

Start: 5:00 AM E
End: 5:30 AM E
Duration: 30 minutes |E|

Recurrence pattern
() Daily Recur every |1 year(s)

() Weekly i@ on: Movember |E| 3

E Thursday

(™) Monthly i
(1 On the: first

@ Yearly

Range of recurrence

Start: |Thu 11/3/2011 [+] @ MNoenddate

(=]

E of |Movember |E|

i) End after: 10 OCCUMTENCES
) End by: Tue 11/3/2020 [~
QK ] [ Cancel Remove Recurrence

Microsoft Outlook Calendar 2010
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5. Select when you would like the appointment occurrence 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.

Appeointment Recurrence

Appointrment time

Start: 5:00 AM E
Erud: 9:30 AM [~
Duration: 30 minutes |E|

Recurrence pattern

Diaily Recur every |1 year(s)

Movember |E| 3
|E| Thursday

Wee H Y @ on:

Manthly
on the: first

@ Yearly

Range of recurrence

Mo end date

Start: [Thu 11/3/2011

=]

End after: 10

@ End by:

Tue 11/3/2020

=]

E of |Movember IE'

OCCUrrences

4 Howvember 2

a Mo Ta

o

£1h

S T L 7|

[}
[}
M e e
fs RN I I

3 el O L0 A
M

R L LA b T R

Ma M e
Wl =

ne Ta

M ra
—di L3 Wl O
M ra

[l &

b
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6. Once you have completed these steps, click 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.

SCHEDULING MEETINGS

1. On the Home tab, select New Meeting.
2. In the Meeting Request window click the To...button to add meeting attendees.

Note: Resources are inanimate objects such as a conference room, projector, etc. with
their own e-mail account.

| ==
&l = Untitled - Meeting [ | & [
| Meeting Insert Format Text Review 2] @
Calend x o . a1 O E & = privat
o Toenar [ | D o G 88 L) e e O @[k Hy 20
= Forward = 7 > = ¥ High Importance
Delete \Appointment| Scheduling Cancel Address Check Response | 4 Reminder: 15 minutes - Recurrence Time |Room | Categorize
LEOHE”ME Assistant | Invitation Book Mames Options = Zones | Finder - 4§ LowImportance
Actions Show Attendees Options Tags Zoom
@ Inuitations have not been sent for this meeting. Room Finder <7 3
To.. | 4 January, 2012 b
=9 | subject: Su Mo Tu We Th Fr Sa
Sen
Location: Rooms... 0 21 131 [l 151 16l T
8 9 10 11[12]13 14
Start time: | Thu 1/12/2012 ~| [3:00 M ~ | [ AN day event EEA 17 |18 |19 | 70 BAR
22 33 24035 %6 77 B
Endtime: | Thu1/12/2012 - | [4:00 M - 29 30 31
izl Good Fair Poor

Choose an available room:

Hone

Suggested times:

3:330 PM - 4:30 PM
No conflicts

4:00 PM - 5:00 PM
Mo conflicts

3. Follow the instructions for making an appointment to create the rest of the
meeting. (i.e. location, time, recurrence, reminder).
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4. Select Scheduling Assistant to assist you in scheduling the best time for your

e = & Untitled - Meeting
Meeting Insert Format Text Review
- el s S priy;
x T catendar e =0 P 88| ag;l : ] & show as: | [l Busy O @ qup 'JD o At
5 Forward ~ E= 7 = L ¥ High Importance
Delete Appointmeny|Scheduling Cancel Address Check Responseé | g Reminder 15 minutes ~ Recurrence Time |Room || Categorize
(8] oneNote | Assistant || Invitation Book Names Options~ Zones |Finder - # LowImportance
Actions Show Attendees Options Tags Zoom
=1 Send 100%| - Friday, January 13, 2012
11:00 12:00 100 200 3:00 400 8:00 9:00 10:00 11:00 12:00 1:00 2:00 3:00 4:.00
B | Al Attendees
) Dungee, Treiva
& Glassey, Lauren A
& Cavaliere, Jessica M
4 »
Add Attendees... || Options = [y yime [Thu 11272012 - | [1:00 Pm -
Add Rooms... End time: | Thu1/12/2012 = |1:30 PM -
B Busy [ Tentstive M Out of Office [N Mo Information Outside of working hours

5. Click Add Attendees to add names from the Global Address List.

6. Click OK.

7. After scheduling a time, location, and adding the attendees, click the Send

button to send an email to all 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 email.
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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. The Meeting Request is identified by the following icon 4 in the
Inbox.

1. Open the Meeting Request

—
|| Meeting a @
x / ‘?/ X LSS 2 ﬂ (23 PO Copies (23 M Academy 23 Debbie-lights (23 Move - ) » B ? a%) 24 Find ©
4 - 23 Adel (23 Fake emails 25 ruki ~| | [ Rules - 3 | e Dy Retated - | v
Delete | Accept Tentative Decine Propose Respond | Calendar | | oy - - - Assign Mark Categorize Follow = Translate Zoom
- . e &g (X3 WS Endnotes (23 Credit Card 7| [NloneNote | pgli - Unread < Up - v [ Select~
Delete Respond Calendar Quick Steps Maove Tags Editing Zoom

@ Please respond.
From: Glassey, Lauren A

Sent: Fri1/13/2012 9:15 AM

Required: Dungee, Treiva
Optional:
Subject:  hi
Location:
When: Friday, January 13, 2012 9:30 AM-10:00 AM
Friday, January 13 a
-
gam
hi; Glassey, Lauren A
10 0o
LLOO =
ix]

2. Make a meeting selection. When you receive the meeting notice, you have
several options. You can accept the meeting request, decline it, book it as a
tentative meeting, or propose a new time.
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Responses to Meeting Requests

Response Effect

Accept - This meeting will be automatically added to your calendar e Edit the response before sending: select
this option if you would like to include
some comments in the response to the
meeting organizer.

e Send the response now: select this option
if you want the response sent without any
comment from you. A default notification
will be sent to the meeting organizer.

e Don’t send a response: select this if you
don’t want a response to be sent to the
meeting organizer.

Tentative- This meeting will be automatically added to your calendar e  See above
Decline e  Seeabove
Propose New Time e Tentative and propose new time
e Decline and propose new time
Respond e Allows you to reply to the message

Note: Once you have selected either Accept, Tentative or Decline the Meeting Request,
the e-mail disappears from your inbox and the meeting is entered into your calendar
unless of course if you select decline.

Software Application Training Registration The purple (OI’ b|U€) and white StfipEd 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 tentative.

e Propose New Meeting Time
If you're not the meeting organizer, you can propose an alternative date or time for the

meeting. .
wd ;
& ? % S )
H . Accept Tentative Decling  Propose | Respond
1. Click the Propose New Time box. T  ewTme ]
Respand
| |
5 Propose New Ti =
vom [100% [ |[punday. November 27, 2011

00 2:00 10:00 11:00

2. In the Propose New Time window
select a new time for the meeting.

Meeting start Sun 11/27/2011 - [12:00 P11
<< AutoPick Next >> Meeting end Sun 11/27/2011 - [1230PM

M Busy 7 Tentative B Outof Office | CumentMeeting N NoInformation

Propase Time Cancel

Current Mezting Time
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3.

4.

5.

6.

You can manually select a new time or use Autopick to search for the next
available time.

Once you’ve changed the meeting time, click Propose Time located at the
bottom of the window

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.

Enter your message and click send.

RESCHEDULING OR CANCELLING A STANDING MEETING

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

1.
2.
3.

e To Reschedule a Meeting

Open the meeting in your calendar.

Change the meeting details.

Click Send Update.

Note: An update message looks exactly like the original request. Everyone who
receives the meeting request will see the accept, decline and tentative buttons,
just as if it were an original meeting request. When you send the Update
message, be sure to include text in the body of the email that explains the
changes you’ve made. If you omit this step the attendees may think that this is a
duplicate of the original meeting request and fail to notice the changes.
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e To Cancel the Meeting

1. Open the meeting in your calendar.

2. Click Cancel Meeting, and in the body of the email write your explanation for the
cancellation of the meeting.

3. Click Send Cancellation.
Note: Once cancelled the meeting will be automatically removed from your
calendar.

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.

Confirm Delete I.ilﬁ

Do you want to delete all occurrences
! . of the recurring appointment "Budget
Meeting®, or just this one?

(@) Delete this occurrence,

(71 Delete the series.

oK ][ Cancel ]
[ —— = ——¥
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e Checking the Status of a Meeting Request
As the meeting organizer, you can check a meeting’s status at any time. 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.

I:ﬁ = * ¥ |5 Waaliteg W Bl i TRE Sotlbamboiniin aid ositommaMiistiiams ~ Mlhasatl iho
Meeting Insert Format Text Review

e 3] Calendar fl -y v ] a3l gel : 2

] = | [eX : ﬁ &3 Show As: | [ Busy Yy 9

~~ 3 Forward ~ 2 e 2% & 4 B show as: | [l Busy 1 >

Cancel I_ Appointment|Scheduling [Tracking Contact Address Check Response | & Reminder: Mone - Recurrence Time

Meeting E OneNote Assistant - Attendees* Book Mames Options ™ Zones
Actions Show Attendees Options

|0 1 attendee accepted, 0 tentatively accepted, O declined. |

To... By var vepelapl L Bl
=1
Send Subject:
Update Location: Anderson 24
Start time: Tue 1/10,/2012 - 2:00 PM - D All day event
End time: Tue 1/10/2012 - | 230 PM -

For a more detailed view of responses, click the Tracking button. 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.

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:

1. Click File.

2. Click Print.

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.

4. Click Print

Note: To change the print range, click Print Options. In the Print Range area, adjust
the start and end dates.
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