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Learning Objectives

B After studying this chapter, you will be able to:

» Use calendar views

> Create and edit appointments and meetings
» Set recurring appointments

» Share your calendar

> Print a calendar
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Viewing the Calendar

B There are five views.
> Day, Week, Work Week, Month, Schedule

4 b Aug 8-12 Washington, D.C. ~ < ;;E:}}TS“F Search Calendar [Ctrl+E) yel
MOMNDAY TUESDAY WEDNESDAY AY FRIDAY
8 9 10 11 12
1 P Planning Meeting for -
Silver Creek Oaks
Conference Room
, ™~ View a weather
report right
’ from your
4 calendar!
5
6
7
8 A
A%
Tasks: 2 Active tasks, 0 Completed tasks Ll
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Peeking at the Calendar

B You can peek into your calendar and appointments.

i
1 September 2024 3 .

SU MO TU WE TH FR SA
25 26 27 28 29 30 31
1 2 3 4 5 6§ 7
3 911 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
2930 1 2 3 4 5

Today
11:00 AM Sales Meeting

A peek from the Navigation
bar shows the events
scheduled for a single day.
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Exploring the Calendar

B You can change certain calendar options.

> These are located in the Outlook Options window.

Calendar Work time
People II‘:J Work hours:
Tasks Start time: T30AM T

Search End time; 430PM -

Work weeke ] Sun Man Tue Wed Thu Fri []5at

Language
First day of week: | Sunday =

Ease of Access .
FeE o ALeE First week of year: | StartsonJan1 =~
Advanced
Calendar options
Customnize Ribbon

el [/ Default reminders: | 15 minutes ~

Cuick Access Teolbar
Allow attendees to propose new times for meetings

Add-ins . . L .
Uze this response when proposing a new meeting time: | ? Tentative ~

Trust Cent
s e Add holidays to the Calendar. | Add Holidays...

> You can add locations to the Weather bar.

. Today Tomorrow Thursday \
z:‘l‘j":‘"k‘_ NY 00°F/74°F 1 8gF/72°F W GI°F/T2°F V
ocation
- ASIFSRICCES A% TIILIOErS AN
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Appointments

B Appointments appear only on your calendar.

MONDAY
15

1

TUESDAY
16

Flanring'idlﬂeﬁng
for Silver Creek Oaks

FRIDAY SATURDAY

/

Appointments can be

] Staff Training at Eugene Field
scheduled for a time period /
within one day, or...

...for an entire day /

or days.

2 3
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Appointments (cont.)

Subject |F‘Iar1r1ing Meeting for Silver Creek Oaks

Location
Starttime | Thu 9/19/2024 = [+:00em v
Endtime | Thu 9/19/2024 = [3:00 M v|

Enter the subject,
location, date, and time.

%2 Show As: M Busy = O

Free

Working Esewhere | __ Choose how to display
Tentative = | the appointment

Busy
Qut of Office

Reminder

N B O
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Recurring Appointments

B Recurring appointments repeat on a regular basis,
such as daily, weekly, or monthly.

B You can edit one or all appointments in a series.

=] Appointment 'Es_-\ ﬁ Show As | Il Busy - O Open Recurring ltem X
P2 Scheduling = - _ _ _
Skype Meeting Reminder 15 minutes - MEcUrrence This is one appointment in a series,
Meeting Motes | What do you want to open?
Appointment Recurrence x (®) Just this one
ixren? | OThe entire series

Appointment time

Start: 5:30 FM o 1 Cancel

) End: 7200 PM o

] Dwuration: | 1.5 howurs o

—{  Recurrence pattern
(O Daily Recur every |1 week(s) on:
® Weekly ] sunday ] Monday [+] Tuesday []wednesday
") Monthly (] Thursday (] Friday [ ] saturday

O‘Fearl:.r
<
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calendars.

B Meetings affect both your and the attendees’

m Click Invite Attendees to convert an appointment to a

Review  Muance
¥ %] Appointment 'E o 1 ¥
/ IE R e - ~E m L
B Scheduling = :
elete Copy to My = Skype Meeting Invite
Calendar Meeting Motes Attendees
Actions Show Skype Meeting  Meeting Notes ' Attendees

W Accept v 7 Tentative v X Decline

/ Edit the Response before Sending
end the Response Mow

LA

Do Mot Send a Response

B Attendees accept or decline meeting invitations.

B The Appointment tab becomes the Meeting tab.
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Sharing and Publishing Calendars

B You can send calendars via email.

Send a Calendar via Email >

b1 Specify the calendar information you want to include,

Calendar: Calendar -
Date Range: Today -

Tue 8/9/2016

Detail: Availability only
Time will be shown as "Free,” "Busy,” "Tentative,”
“Warking Elsewhere,” or "Cut of Office” ™
|:| Show time within my working howurs only Set working hours
Advanced:

Show > =

Cancel
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Sharing and Publishing Calendars (cont.)

B You can mark appointments as private and choose
the level of detail to be displayed.

H Availability only
Private
/\/ Time will be shown as "Free,” "Busy,” "Tentative,” v

“Working Elsewhere,” or "Out of Office”

Categorize ) Availability only
2 ¥ Time will be shown as "Free,” "Busy,” Tentative,”
“Working Elsewhere,” or "Out of Office”
Tags
e | Limited details
Includes the availability and subjects of
calendar items only
e | Full details
Includes the availability and full details of
calendar items

B You can publish and share calendar online.
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Printing Calendars

B You can set up how your calendar will print.

Print this calendar: Copies
Calendar - W Mumber of pages: | All W
View options Print style Number of copies: |1 -

| I:l Collate CCIFIiES
]
\ Monthly Style Page Setup...
\~ SEERs
el @

Define Styles..

= Calendar Details 5 v

Page range

(®) Al
() Pages: |

Type page numbers and/or page ranges separated by
commas counting from the start of the item. For
example, type 1, 3 or 5-12,

Print range
Start: | pon 1/1/2024 w
End: | Tue12/31/2024 v

|:|Hide details of private appointments 0
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