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LESSON 1 -
SCHEDULING WITH THE CALENDAR

In this lesson, you will learn how to:
Use the Calendar pane
Navigate the Calendar
Schedule a new appointment
Schedule an event
Work with the TaskPad
Edit Calendar items
Use Calendar views
Edit Calendar color labels
Apply automatic Calendar coloring
Set a Calendar item as recurring
Move Calendar items
View side by side calendars
Print Calendar information

Delete Calendar items
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USING THE CALENDAR PANE

Discussion

You can enter and track appointments, meetingstashks using the Microsoft
Outlook Calendar component. You can use Calendesnjunction with other
components of Outlook to help manage all of yotwrimation. Calendar items are
saved in th&Calendar folder, which you can access through @eaendar pane. You
can open th€alendar pane from the Navigation Pane or the menu.

TheCalendar pane opens to display the Date Navigator, a smadithly calendar at
the top of the Navigation Pane, and the currernzidr view in the right pane. The
default calendar view is tHgay view, which displays time slots for the currenteda
The time slots can be used for scheduling appoimitsrend meetings. The buttons on
the toolbar can be used to change the calendar view

The Date Navigator above the Navigation Pane disptalendar months in traditional
calendar format with the current date outlineddd.rYou can use the Date Navigator
to display other days, months and years. Deperahngpur screen resolution and the
width of the Navigation Pane, the Date Navigatoy mi@play one, two, or more small
calendar months.

Calendar - Microsoft Outlook
! Ble Edt View Go Tools Actions  Help Ty
;o | | = | @ | Tvne & cantact ta find
PEiNew - | A K G g | Today || C)Dav| 5] Work Week | 7]Wesk ST|Month | SoFnd | Ll Tvee acontactofind - | !
Calendar Calendar april 05, 2004 B8
4 April 2004 » Tuesday, April 06 ~
SMTWTFS
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4 5[6 78 910 =
11 12 13 14 15 16 17 8
1819 20 21 22 23 24
25 26 27 28 29 30 goo
iy Calendars 10 oo L]
= Calendar]
1 1 fule}
Open a Shared Calendar. ..
Share My Calendar, .. 12 pm
1 oo
- Mail oo
= gt
:g Calendar 3 o0 [ ]
&] Contacts =
;f_’] Tasks
5 oo
b JCIN[2] % ]
0 Items All Falders are up ta date. J Connected
=

The Calendar pane
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Outlook 2003 - Lvl 1 Lesson 1 - Scheduling with the Calendar

The Reading Pane does not appear irCddendar pane, but
can be turned on. When it appears, it displaysidtails of the
currently selected appointment. You may need taedbe
Reading Pane to view all the appointment details.

TheMy Calendar pane displays youtalendar folder and
any additional folders containing calendar items$uilé/you
can use the Folder List to open tBalendar folder, theMy
Calendarspane does not appear when you use this methqgd.

Procedures

1. Click theCalendar button on the Navigation Pane.

Step-by-Step

Open theCalendar pane to view th€alendar folder.

Steps Practice Data

1. Click theCalendar button on the Click j Calendar
Navigation Pane.
TheCalendarpane opens displaying
the Calendarfolder.

NAVIGATING THE CALENDAR

Discussion

You can use the Date Navigator to create and vigywiatments for other dates in the
Calendar. The Date Navigator may display one, fauar, or more months depending
on your screen resolution and the width and hesftite Navigation Pane. As you
select days, weeks, or months in the Date NavigHterscheduling area changes to
display appointments for the selected dates. Youatso view appointments in the
scheduling area for multiple consecutive or nonsecutive dates.

The default calendar view is timy/Week/Month view, with theDay view selected.
Other view options available from the buttons amStandard toolbar includéNork
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Week, Week, or Month view. You can use Date Navigator or fheday button to
display the current date.

Calendar - Microsoft Outlook
I Fle Edit View Go Tools  Adions  Help Type & question for help
PEMew - | X | g9 | Today || []Day| (5] Work Week [7]iveek 3]Month | SoFind | (W Type s cortacttofind =+ | @) !
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Open a Shared Calendar. ..
Share My Calendar, .. 12 pm
1 oo
 Mail 2 i}
E Calendar 3 o0 [ ]
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‘ij Tasks
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0 Items All Falders are up ta date. J Connected
=

Navigating the Calendar

Procedures

1. Open theCalendar folder.

2. To view the appointments for a specific datiekahe date in the
Date Navigator.

3. To view the appointments for a consecutive rafgfates, drag the
range of dates in the Date Navigator.

4. To view the appointments for a non-consecutirgye of dates,
select the first date you want to display in theeDdavigator.

5. Hold[Ctr]] and click the additional dates you want to display

6. To return the display to show only the appointtador one date,
click the desired date in the Date Navigator.

7. To scroll to another month, click the left aght scroll arrows at the
top of the Date Navigator.

8. To change the month in the Date Navigator, clickl hold the name
of the month currently displayed in the Date Natdgand drag to
select the desired month.
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9. To quickly go to the current date, selectTioelay button on the

Standard toolbar.

10. To change the way appointments appear in thedsding area,

Step-by-Step

Navigate the Calendar.

If necessary, open tigalendar pane.

select thdday, theWork Week, theWeek, or theMonth button on
the Standard toolbar.

Steps

Practice Data

1.

To view the appointments for a

Click tomorrow’s date in

specific date, click the date in the Dat¢he Date Navigator

Navigator.

The date changes at the top of the
scheduling area and the appointmen
for the date appear.

ts

To view the appointments for a
consecutive range of dates, drag the
range of dates in the Date Navigator
The appointments for the selected
range of dates appear in the
scheduling area.

Drag from Monday to
Friday of this week in the
Date Navigator

To view the appointments for a non-
consecutive range of dates, select th
first date you want to display in the
Date Navigator.

The first date is selected in the Date
Navigator and the appointments for
that date appear in the scheduling
area.

Click the first Wednesday
eof the current month

Hold[Ctrl]] and click the additional
dates you want to display.

The appointments for all the selecteq
dates appear in the scheduling area.

Hold [Ctrl]] and click the

current month

second Wednesday of the

To return the display to show only th
appointments for one date, click the
desired date in the Date Navigator.
The appointments for the one date
appear in the scheduling area.

eClick today’s date

Calendar

Cuesta College - Computer Services
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Steps Practice Data

6. To scroll to another month, click the | Click » next to the month
left or right scroll arrows at the top off name in the Date
the Date Navigator. Navigator
The selected month appears in the
Date Navigator.

7. To change the month in the Date Click and hold the name
Navigator, click and hold the name of of a month in the Date
the month currently displayed in the | Navigator and drag to
Date Navigator and drag to select the select the previous month
desired month.

The selected month appears in the
Date Navigator.

8. To quickly go to the current date, Click Today
select theToday button on the
Standard toolbar.

The appointments for the current date
appear in the scheduling area.

9. To change the way appointments Click 3_f| Month
appear in the scheduling area, selec

theDay, Work Week, Week, or
Month button on th&tandard
toolbar.

The appointment display in the
scheduling area changes accordingly.

Practice the Concept:Drag the vertical border between the NavigationePand the
scheduling area as far to the right as possibtisfgay several columns of months in
the Date Navigator. Return the width of the NavaPane to display only one
column of months in the Date Navigator. Click thay button to return the Calendar
to the day format.

SCHEDULING A NEW APPOINTMENT

Discussion

You can use the Calendar to schedule your appoitmAppointments are activities
that do not involve notifying other people or schiéth resources.

You schedule appointments in the Appointment winddlanrs window allows you to
enter a subject, location, and start and end tfioregn appointment, as well as make
the appointment an all day event. If the new aptpuémt conflicts with another
appointment, a message appears above the subpicgting a conflict.

Page 6
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Outlook 2003 - Lvl 1 Lesson 1 - Scheduling with the Calendar

You can also attach reminders to appointments ragidate the amount of time before
the appointment the reminder will activate. Witkstbption, you can also choose a
reminder sound for the alarm that occurs whend¢hander activates. You must,
however, have sound capabilities to hear the al¢hen you set a reminder, the
Reminder window will pop-up while you are workingany software, as long as
Outlook is open.

You can schedule individual appointments in halfthiime slots or block an entire
series of consecutive time slots. Time slots caadbar coded to indicate their use.
These color coded labels can be customized; stdelaels includémportant , Must
Attend, andPersonal When you close the Appointment window, the apjmoént
automatically appears in the time slot with theinfation entered in the window.

If you are working in a network environment, youn@cess other users’ calendars
and allow them to access yours. This option allgaws and your co-workers to view
one another’s available time slots, which is a uisefature when you are planning
meetings and events. When scheduling an appointiy@mican specify how the time
slot you have allocated for your appointment appéaother users. Options include
Free, Tentative, Busy, or Out of Office.

When you are working with the Calendar, you wileddo enter dates and times for
appointments, meetings, and tasks. OutlogkitoDate tool simplifies the entry of
this information. You can enter a description afade or time in words, rather than in
numbers. Outlook automatically converts the detionigo a number format for you.
For example, if you enter the phrasee week from todayin a date field, Outlook
converts the phrase and automatically displaysitimebers that represent the correct
month, day, and year. The following table providesie examples of phrases
recognized by AutoDate:

July twenty-third noon for, from, that, this, till,
through, until
March 28th midnight Christmas
first of September nine o'clock am Christmas Eve
this Fri five twenty p.m. Halloween
2 days from now now Independence Day
60 days after yesterday, today, New Year's Day
tomorrow
3 wks ago next, last New Year's Eve
next week ago, before, beforehand,Veterans Day
beginning, previous,
start
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! File Edit Miew Insert Format  Tools  Actions  Help

i | save and Close | =5 ([ | A% Recurrence. .. | ] Invite Attendees | ¢ 0§ | x| - - | @) H

Appointrment | Scheduling

Location:  |Library

Subject: Research for Global Proposal

w | Label: |[] Meeds Preparation v

Start kimey Wed 04/07/2004 w | []all day event

End time: Wed 04/07/2004

[¥]reminder: | 30 minutes - Shiow time as: Tentative b

Review RFF and draft a rough outline for the development team. @

Private |:|

The Appointment window

If you are viewing another folder, such as a maldér, you
can create a new appointment by selecting-tleemenu,
pointing to theNew command, and then selecting the
Appointment command.

You can also use tHenportance: High or Importance: Low
buttons on th&tandard toolbar in the Appointment window
to set an importance level for the appointment.

You can also create an appointment by typing tgest
directly into a time slot on the Calendar. Aftetezing the
subject, you can double-click the appointment teroghe
Appointment window and fill in the details. Doultbeking
an empty time slot also opens the Appointment wiwdo

Procedures

1. Open theCalendar folder.

2. Select the date for the appointment you wasthedule in th®ate

Navigator.

3. Drag the half-hour time slots you want to altedar the

appointment in the scheduling area.

4. Click the:ﬁ New Appointmentbutton on theStandard toolbar.

5. Type a subject for the appointment.

Page 8
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Select thé.ocation box.
Type a location for the appointment.

Select thd.abel list.

© © N ©

Select the label option you want to appear énappointment’s
selected time slot when viewed by others.

10. Select th&®eminder list.

11. Select the desired time the alarm should watniy advance of the
appointment.

12. Select th&how timeaslist.

13. Select the option you want to appear in thesypment's selected
time slot when viewed by other users.

14. Select the details box.
15. Type details about the appointment.
16. Select th&ave and Closdutton.

Step-by-Step
Schedule a new appointment.

If necessary, open tigalendar pane.

Steps Practice Data

1. Select the date for the appointment | Click the next business
you want to schedule in tHzate day in the Date Navigator
Navigator.

The date changes at the top of the
scheduling area and the appointments
for the date appear.

2. Drag the half-hour time slots you wapDrag from9:00 amto
to allocate for the appointment in thel 11:00 am
scheduling area.

The time slots are selected in the
scheduling area.

3. Click theNew Appointmentbutton | Click | 1] New
on theStandard toolbar.
The Appointment window opens with
the start and end times completed and
the insertion point in th&ubjectbox.
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Outlook 200

Steps

Practice Data

4.

Type a subject for the appointment.
The subject appears in tisbject
box.

TypeResearch for Global
Proposal

Select thé.ocation box.
The insertion point appears in the
Location box.

PresqTab]

Type a location for the appointment.
The text appears in tHencation box.

TypeLibrary

Select the.abel list.
A list of labels appears.

Click Label

Select the label option you want to
appear in the appointment’s selected
time slot when viewed by others.

The appropriate option is selected.

Click NeedsPreparation

Select th&keminder list.
A list of reminder times appears.

Click Reminder

10.

Select the desired time the alarm
should warn you in advance of the
appointment.

The time is selected.

Click 30 minutes

11.

Select th&how timeaslist.
TheShow time adist appears.

Click Show timeas

12.

Select the option you want to appear

the appointment’s selected time slot
when viewed by other users.
The appropriate option is selected.

lick Tentative

13.

Select the details box.

The insertion point appears in the
details box of the Appointment
window.

PresqdTab]

14.

Type details about the appointment.
The text appears in the details box o
the Appointment window.

TypeReview RFP and
[ draft a rough outline for
the development team.

15.

Select th&ave and Closdutton.

The Appointment window closes, thg
new appointment is saved, and both
the subject and location of the
appointment appear in the designate

Click B Save and Close

o

time slot in the scheduling area.

3-Lvlil
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Outlook 2003 - Lvl 1 Lesson 1 - Scheduling with the Calendar

Practice the Concept:Double-click theB:00 amtime slot to open the Appointment
window (you will select the date later). The subgfcthe appointment iExpo Booth
Reviewand the location is thBoard Room

Set the date by selecting the text in 8tart time box, typing2 weeksand pressing
the[Enter] key. Schedule the appointment fr@&90 AM to 10:00 AM. Set a
reminder for one day before (scroll tReminder list) and show the time &usy;, if
necessary. Mark the appointmentaizate (lower right cornerand use the
Importance: High button (red exclamation mark) on the toolbar totlse importance
level. Save and close the appointment.

Display tomorrow’s schedule. Select ttgpmto 1:00time slot, typd_unch meeting
and pres$Enter] . Double-click tha_unch meeting appointment to open the
Appointment window. Enter the locatidmatt’s office and save and close the
appointment.

View the appointments iMonth view. Then switch t@ay view and display the
current date.

SCHEDULING AN EVENT

Discussion

You can use the Calendar to schedule events anhbevents. An event is any
activity that lasts one day or more. Examples @ngs include activities such as trade
shows, vacations, and multi-day seminars. An aneneaht is any activity that lasts
one day or more and occurs yearly on a specifie. dat example of an annual event
would include a birthday, holiday, or anniversarg.make an event an annual event,
you must set its recurrence schedule.

Scheduled events and annual events do not appblocks of time in the scheduling
area. Instead, they appear as banners that sptoptbéthe date or dates of the event.
When other users view your schedule, events agssiree time.

By default, events are scheduled as occupying e etay. If you have an event that
occupies only a portion of a day, you can deselexAll day event option in the
Event window. When this option is deselected, b@msear in which you can enter
start and end times. Conversely, selectingithday event option in an Appointment
window changes the appointment to an event.

Cuesta College - Computer Services Page 11
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Outlook 200

! File Edit Miew Insert Format  Tools  Actions  Help

i [l saveandClose | 4 [ | A0 Recurrence... | FInvite Attendess | § B | X |

ool |

Appointrment | Scheduling

Subject: Sales Workshop

Global knowledge Training Center

Location: w | Label: [ Mone

Start kimey Wed 04/14/2004 w All day event

End kime: Fri 04/16/2004 v

[Jreminder: iz show time as: | [l Out of Office

Tearn Leader seminar.

|

Scheduling an event
Procedures

Open theCalendar folder.

Select thé\ctions menu.

Select thé&New All Day Eventcommand.
Type a subject for the event.

Select the.ocation box.

Type a location for the event.

Select thé&tart time box.

© N o 00 > w0 NP

for the event.
9. Select thé&nd time box.

10.
for the event.

11.
12.
13.

Deselect thReminder option, if desired.

Select th&how timeaslist.

selected time slot when viewed by other users.
14.
15.

Select the details area.

Type details about the event.

Select thé&tart time list and select a start date, or type a start date

Select th&nd time list and select an end date, or type an end date

Select the option that you want to appearénaghpointment’s

3-Lvlil
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16. Select th&ave and Closdutton.

Step-by-Step

Schedule an event.

Lesson 1 - Scheduling with the

Calendar

If necessary, open tl@alendar pane and display the schedule for the current day.

Steps

Practice Data

1.

Select thé\ctions menu.
TheActionsmenu appears.

Click Actions

Select théNew All Day Event
command.

The Event window opens with the
insertion point in theSubjectbox.

Click New All Day Event

Type a subject for the event.
The subject appears in tisibject
box.

Type Sales Workshop

Select thé.ocation box.
The insertion point appears in the
Location box.

PresqTab]

Type a location for the event.
The text appears in tHeocation box.

TypeGlobal Knowledge
Training Center

Select thé&tart time box.
The text in thé&tart timebox is
selected.

PresqdTab] twice

Select thé&tart time list and select a
start date, or type a start date for the
event.

The start date appears in tistart

time box.

Typenext wed

Select th&nd time box.
The text in thé&nd timebox is
selected.

PresqTab]

Select thénd time list and select an
end date, or type an end date for the
event.

The end date appears in tBad time
box.

Typenext fri

Cuesta College - Computer Services

Page 13



Lesson 1 - Scheduling with the Calendar Outlook 200 3 -Lvl1

Steps Practice Data
10. Deselect thReminder option, if Click *] Reminder to
desired. deselect it

TheReminderoption is deselected.

11. Select th&how timeaslist. Click Show timeas[¥]
TheShow time adist appears.

12. Select the option that you wantto | Click Out of Office
appear in the appointment’s selecteg
time slot when viewed by other users.
The appropriate option is selected.

13. Select the details area. PresqdTab]
The insertion point appears in the
details box in the Event window.

14. Type details about the event. TypeTeam Leader
The text appears in the details box. | seminar.

15. Select th&ave and Closdutton. click l= save and Close
The Event window closes, the eventlfis
saved, and both the subject and
location of the event appear in the
designated time slot on the Calendar.

Click theMonth button to view the event. If the event is scheddite the next
month, scroll down to view the month. Click thay button to return to the default
view.

Practice the Concept:Create another all day event for the last Fridahe

following month. The event is d&xecutive Retreatto be held at thine Valley
Resort Assign a label oBusiness do not set a reminder for the event, and mark the
time asOut of Office. Save and close the event.

WORKING WITH THE TASKPAD

Discussion

In addition to scheduling appointments, you cap ateate and track tasks in the
Outlook Calendar by displaying the TaskPad. Tasksicclude personal errands,
activities, or reminders and the TaskPad is sinbda “to do” list.

While Outlook provides a separate Tasks comporiastpften useful to view and
create your tasks from tligalendar pane since tasks are often date dependent. The
TaskPad works in conjunction with the Tasks comptni@/hen the TaskPad is
enabled in the Calendar, it appears in a panestaght of the calendar view, and the

Page 14
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Date Navigator moves from the top of the Navigatame to the top of the TaskPad
pane. The TaskPad appears for all calendar vietvgeiday/Week/Month view.

You can manually add a task to the TaskPad byiegtarsimple task description or
by opening the Task window, which is similar to fgpointment window, to enter
details about a task.

Items in the TaskPad can be sorted by clickingdbe, Complete or Subject column
heading to sort the items in either ascending eceleding order. You can also right-
click a column heading in the TaskPad and uséthenge By submenu to arrange
tasks using other criteria.

Using the TaskPad

When you complete a task, you can mark it commatthe
TaskPad by clicking the empty check box next tot#sé. A
line then appears through the task. You can als& engask
complete on th@©utlook Today page.

You can filter date-dependent items on the Taskiyad
selecting th&/iew menu, thefaskPad Viewcommand, and
selecting the desired filter.

Tasks without due dates will not appear on the Padkf the
Include Tasks With No Due Dateoption is disabled. This
option can be accessed by selectingieesv menu, pointing
to theTaskPad Viewcommand, and then selecting the
Include Tasks With No Due Datecommand.

Cuesta College - Computer Services Page 15
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Outlook 200 3-Lvli1l

To create a task, click in the box at the tophefTaskPad on the text

Procedures
1. Open theCalendar folder.
2. Select th&/iew menu.
3. Select th@askPad command.
4
Click here to add a new Task
5. Type the text describing the new task.
6. PresgEnter].

Step-by-Step

Using the TaskPad.

If necessary, open th@alendar pane.

Steps

Practice Data

1.

Select th&iew menu.
TheView menu appears.

Click View

2. Select thaskPad command. Click TaskPad
The TaskPad opens in the right pane
with the Date Navigator at the top.

3. To create a task, click in the box at th€lick in the first line of
top of the TaskPad on the te3lick the TaskPad on the text
here to add a new Task Click here to add a new
The insertion point appears in the baxTask
the text disappears, and a check box
appears to the left of the box.

4. Type the text describing the new taskType Call contract writers
The text appears in the line.

5. PresgEnter]. PresqEnter]

The task is entered into the TaskPad.

Page 16
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Practice the Concept:Add the tasiReview budgetto the TaskPad. Right-click the
TaskPad column heading to display the shortcut mé@se theArrange By menu to
sort the tasks b€onversation Then return the task arrangemenStject

Close the TaskPad by deselecting the command tiemiew menu.

EDITING CALENDAR ITEMS

Discussion

You can edit any item in the Calendar, including@ptments, events, meetings, and
tasks. You can change the subject of the item, wappears in the Calendar, or you
can open the item’s window and change any of itailde If all the options do not
appear in the item’s window, you can resize thedavm as necessary.

Procedures

Open th&Calendar folder.

To edit an item’s subject, click once on thenite
Edit the subject as desired.

PresgEnter].

To edit an item’s details, double-click the item

Make changes as desired.

N o g > w NP

Select thé&Save and Closéutton.

Step-by-Step
Edit calendar items.
If necessary, open tigalendar pane.

Display the appointments for the next businessinl®ay view.
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Steps

Practice Data

1. To edit an item’s subject, click once

on the item.
The insertion point appears in the
item.

Click theResearch for
Global Proposal
appointment

Edit the subject as desired.
The edited text appears in the item.

Follow the instructions
shown below the table
before continuing on to
the next step

PresgEnter].
The edited text is saved in the item.

PresqEnter]

To edit an item’s details, double-clicl
the item.
The item’s window opens.

Double-click the
Research for New Global
Proposalappointment

Make changes as desired.
The changes appear in the item’s
window.

Click Reminderto
deselect it

Select thé&ave and Closdoutton.
The item’s window closes and the
changes to the item are saved.

Click Save and Close

Click to the left of theG in Global, typeNew and press thEspacebar]

Return to the table and continue on to the next &tep 3).

3-Lvlil

USING CALENDAR VIEWS

Discussion

TheDay/Week/Month view is the default view for the Calendar, but yaun display
calendar items in several views. Additional calendews are available on the
Current View submenu. If you frequently change views, you aapldy the calendar

views on the Navigation Pane.

Most calendar views apply a filter and display afig calendar items that meet the
view criteria, such as displaying active or requgrappointments only. When you
filter your Calendar, the appointments appeartabte view with the appointment
information displayed in columns. You can then tieeArrange By menu to arrange
the calendar items in a different order, such asrpprtance level.

Page 18
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When you select a table view, the messages ar@egolYou
can remove the groupings by selecting\tiewv menu, the
Arrange By command, and deselecting thkeow in Groups
command.

Procedures

Open th&Calendar folder.

Select th&iew menu.

Point to théArrange By command.
Point to theCurrent View command.

Select the desired table view.

o o~ W bhd PR

To arrange calendar items displayed in a tailele \select th&/iew
menu.

N

Point to théArrange By command.

8. Select the desired arrangement option.

Step-by-Step
Use calendar views.

If necessary, display th@alendar pane. You should have a few appointments in your

calendar.
Steps Practice Data
1. Select th&/iew menu. Click View

TheView menu appears.

2. Point to théArrange By command. Point toArrange By
TheArrange Bysubmenu appears.

3. Point to theCurrent View command. | Point toCurrent View
TheCurrent Viewsubmenu appears.

4. Select the desired table view. Click Active
The calendar items appear in a table. Appointments
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Steps Practice Data

5. To arrange calendar items displayed i@lick View
a table view, select théiew menu.
TheView menu appears.

6. Point to theArrange By command. Point toArrange By
TheArrange Bysubmenu appears.

7. Select the desired arrangement optipiClick Importance
The calendar items are arranged by
the selected option.

Use theCurrent View menu to display thBay/Week/Month view.

EDITING CALENDAR COLOR LABELS

Discussion

Appointments and meetings can be color coded {oyml categorize and identify
them. When you select a label for a calendar igenglor is automatically applied to
the item. Each color comes with a label alreadigassl to it; labels include

Important , Business Personal Vacation, Must Attend, plus many others. You can
change the text assigned to each color. For exaymlemay want to change the label
associated with the color blue frddusinessto Client Meeting.

You can add color coded labels to an appointmentesting using theabel list in
the Appointment or Meeting window or use tbalendar Coloring button in the
Calendar pane. Color coded appointments and meetings appgaur calendar with
the selected color applied. Calendar colors onpeapin aDay/Week/Month view.
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Editing a Calendar color label

Procedures
1. Open theCalendar folder.

Click theCalendar Coloring button
Select thé&dit Labels command.
Select the label you want to change.
Type the desired label text.
SelecOK.

S

Step-by-Step
Edit a Calendar color label.

If necessary, open th@alendar pane.

on theStandard toolbar.

Steps

Practice Data

1. Click theCalendar Coloring button
on theStandard toolbar.

TheCalendar Coloringmenu appears|.

Click

Calendar

Cuesta College - Computer Services
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Steps Practice Data
2. Select th&dit Labels command. Click Edit Labels...
The Edit Calendar Labels dialog box
opens.
3. Select the label you want to change.| Drag to selecTravel
The label text is selected. Required
4. Type the desired label text. TypeExpo Planning
The new label text appears.
5. SelecOK. Click OK
The Edit Calendar Labels dialog box
closes.

Display the Calendar iMonth view. Click theExpo Booth Reviewappointment and
click theCalendar Coloring button. Assign th&xpo Planning label to the
appointment. Click in a blank area to deselectibgointment and view the applied
color.

Using the Date Navigator, display the first Tuesdigext month. Double-click any
time slot to open the Appointment window. Createe® appointment with the
subjectExpo meeting Enter a starting time @00 PM. Use theLabel list to apply
the Expo Planning label to the appointment. Save and close the appent. Notice
the calendar color.

Open the Edit Calendar Labels dialog box and ch#mggéxpo Planning label back
to Travel Required.

APPLYING AUTOMATIC CALENDAR COLORING

Discussion

Applying colors to appointments and meetings orryoaiendar helps you categorize
and identify them. You can color appointments ametimgs manually, or you can set
rules to automatically color items based on cigtefior example, you could set
conditions that color items when a certain wordged in the subject or when a
meeting request is sent by a specific person.

Manual coloring always takes precedence over autormaloring. If you have
manually set a color, then automatic coloring wilt be applied. Automatic coloring
can be seen only by the person who set it up.ufgmen another person’s calendar,
you will see the colors that were manually assigheitinot the automatic coloring.
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Creating an automatic Calendar coloring rule

You can also open the Automatic Formatting dialog by
selecting théedit menu and théutomatic Formatting
command.

Procedures
1. Open theCalendar folder.

Select th&€alendar Coloring button on theStandard toolbar.
Select thé\utomatic Formatting command.

SelectAdd.

Enter the name of the rule.

SelecCondition.

Enter the desired condition(s).

SelecOK.

© © N o 0 M 0N

Select thd.abel list.
10. Select the label color for the condition.

11. SelecOK.
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Step-by-Step

Apply automatic colors to Calendar items.

If necessary, open thgalendar pane.

Outlook 200

Steps Practice Data

1. Select th&€alendar Coloring button Click
on theStandard toolbar. '

TheCalendar Coloringlist appears.

2. Select thédutomatic Formatting Click Automatic
command. Formatting...
The Automatic Formatting dialog box
opens.

3. SeleciAdd. Click Add
A new rule is added and the text in the
Namebox is selected.

4. Type the name of the rule. TypeTraining
The text appears in tHéamebox and
in theRules for this viewlist box.

5. SelecCondition. Click Condition...
The Filter dialog box opens with the
insertion point in theSearch for
word(s)box.

6. Enter the desired condition(s). Follow the instructions
The condition(s) appear in the Filter | shown below the table
dialog box. before continuing on to

the next step

7. SelecOK. Click OK
The Filter dialog box closes and the
new condition is added.

8. Select the.abel list. Click Label
A list of labels appears.

9. Select a label color for the condition] Click Important
The label color is selected.

10. SelecOK. Click OK
The Automatic Formatting dialog box
closes.

3-Lvlil

In the Search for the word(s)box, type the textraining;workshop . From then list,
selectsubject and notedields.
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Return to the table and continue on to the next &tep 7).

Create a new appointment for next Monday fra@0 - 3:00 PM Enter the subject as
Employee Training. Leave thd_abel asNone Save and close the appointment.

Display the Calendar iNonth view. Notice that th&mployee Training
appointment and thBales Workshopevent appear with a red label in the scheduling
area. Open the Automatic Formatting dialog box @gldte theTraining rule.

SETTING A CALENDAR ITEM AS RECURRING

Discussion

You can set calendar items such as appointmergai®\and meetings as recurring.
Recurring items occur at the same time at regatarvals. For example, you may
attend a staff meeting on the first Monday of ewvegnth. You can schedule that
meeting as a recurring meeting so that it autoraliyiappears on the proper days in
the Calendar.

When you set an item as recurring, you must indieatecurrence pattern. The pattern
can beDaily, Weekly, Monthly, or Yearly. Depending on which option you choose,
other recurrence options will be available. Formegke, if an appointment will be
repeated weekly, you can indicate on which weekisdays the item should be
scheduled. If an event will be repeated monthly, gan specify on which days of the
month the event should occur. You can also indigdien the item should be
regenerated. Additionally, you can specify a raoigecurrence, indicating a start
date and, if necessary, an end date.

The Appointment Recurrence dialog box
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You can create a new item as recurring by selettiag
Actions menu and then thidew Recurring Appointment or
New Recurring Meetingcommand.

Procedures

Open theCalendar folder.

Select thé\ctions menu.

Select th&Rkecurrencecommand.

o~ w0 N PE

option.

Double-click the calendar item you want to setexurring.

Select &aily, Weekly, Monthly, or Yearly recurrence pattern

Select additional recurrence pattern optionsleasred.

Click the date when the recurrence should start.

6
7. Select théstart list underRange of recurrence
8
9

Select other optionsnderRange of recurrence as desired.

10. SelecOK.

Step-by-Step
Set a calendar item as recurring.

If necessary, open th@alendar pane.

Select next Monday’s date on the Date Navigatorreotite that th&mployee

Training appointment appears on this day.

Steps

Practice Data

1. Double-click the calendar item you
want to set as recurring.
The item’s window opens.

Double-click the
Employee Training
appointment

2. Select théctions menu.
TheActionsmenu appears.

Click Actions
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Steps

Practice Data

3.

Select th&kecurrencecommand.
The appropriate Recurrence dialog
box opens.

Click Recurrence...

Select daily, Weekly, Monthly , or
Yearly recurrence pattern option.
The desired option is selected.

Click  Weekly, if
necessary

Select additional recurrence pattern
options, as desired.
The desired options are selected.

Follow the instructions
shown below the table
before continuing on to
the next step

Select other options undeange of
recurrence, as desired.
The desired options are selected.

Click No end date if
necessary

SelecOK.
The Recurrence dialog box closes ali
the recurrence settings for the
calendar item are saved.

Click OK
nd

Enter2 in theRecur everyx week(s) onbox.

Return to the table and continue on to the next &tep 6).

Calendar

Select theSave and Closdutton in the Appointment window. Notice the reemce
symbol next to the appointment. Also notice thargwther Monday is bolded in the
Date Navigator.

MOVING CALENDAR ITEMS

Discussion

You can move Calendar items to different time stoid dates. This function is

helpful as it prevents you from having to deletétam and then re-enter the
information. The easiest method for performing thik is to drag the item to the new
time slot or date.

When you move an appointment

or a meeting to ardifft

date, it retains its original time slot. When yoove a
meeting, you are prompted to send out notificatibtine
meeting change to all attendees and resources.

Cuesta College - Computer Services
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You do not have to use the color bar to drag andaleitem to
a new location as long as the insertion point cdam¢sppear in
the subject text when you drag the item.

Procedures

1. Open theCalendar folder.

2. To move an appointment or meeting to a new slokeon the same
day, drag the color bar to the left of the itenthte desired time slot.

3. To move an appointment or meeting to a new diasgy the color bar
to the left of the item to the desired date onDiage Navigator.

Step-by-Step

Move Calendar items.

3-Lvlil

Display tomorrow’s date on the Date Navigator ewitheResearch for New

Global Proposalappointment.

Steps

Practice Data

1. To move an appointment or meeting

a new time slot on the same day, drg
the color bar to the left of the item to
the desired time slot.

The item appears in the new time sld
on the same day.

tbrag the color bar to the

deft of theResearch for
New Global Proposal
appointment from th8:00

tam time slotto the3:30
pm time slot

To move an appointment or meeting
a new date, drag the color bar to the
left of the item to the desired date on
the Date Navigator.

The item appears on the new date andbllowing business day orj

the new date appears at the top of th
scheduling area.

tbrag the color bar to the
left of theResearch for
New Global Proposal
appointment to the

ethe Date Navigator
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VIEWING SIDE BY SIDE CALENDARS

Discussion

Outlook allows you to create multiple Calendarsitganize your appointments. You
may want to create a separate calendar for perappaintments or a special project.
All folders that contain calend#ems appear in thiely Calendars pane, regardless
of where they are stored in the Folder List. Satgathe check box for a calendar
opens the calendar in talendar pane. If more than one calendar is checked, the
open calendars display side-by-side, with eactmdaleappearing in a different color.
For example, you can view your calendar and a daleshared by team members
working on the same project as side-by-side calsnda

You can change the view of side-by-side calendarsall calendars change to display
the same view.

Viewing side by side calendars

You can change the background color of your primary
calendar by selecting ti@alendar Options button on the
Preferencespage in the Options dialog box. If desired, you
can use the same color for all calendars.

When you open a shared calendar, Outlook addStier
Calendarspane to the Navigation Pane.
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You can use th&hare My Calendarlink in the Navigation
Pane to grant someone permission to share oneuof yo
calendars. The link opens tRermissionspage.

Procedures

1. Open theCalendar folder.

2. Select the check box of the calendars
3. Select the desired calendar view.

4. Display the desired date period.

Step-by-Step

View side by side calendars.

If necessary, open th@alendar pane.

you veaapén.

Create another calendar folder by selectingFilemenu, pointing to thEolder
command and selecting thew Folder command. Typ&xpo Calendarin the
Namebox. If necessary seleCalendar Items from theFolder containslist and
selectCalendar from theSelect where to place the foldelist box. SelecOK to
create the folder. ThExpo Calendar should appear in thdy Calendars pane.

Display next Monday’s date that contains appointisien

Steps

Practice Data

1.

Select the check box of the calendar
you want to open.

The calendar opens in tl@alendar
pane, next to the currently displayed
calendars.

SClick  Expo Calendar

Select the desired calendar view.

A ; Select Week
The view is applied to all open
calendars
3. Display the desired date period. Drag the scroll bar down

Both calendars display the same dat
period.

eto display the last week of
next month
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Deselect th&xpo Calendarin theMy Calendars pane. Right-click th&xpo
Calendar and select thBelete “Expo Calendar” command. Seledtesto confirm
the deletion.

PRINTING CALENDAR INFORMATION

Discussion

You can print Calendar information and individualendar items in a number of
different ways. You can quickly print the detaifsam individual item such as a
meeting or an appointment using the shortcut menyou can use the Print dialog
box to print entire Calendar views.

The Print dialog box offers control over the wayiyprinted calendar output will
appear. You can control the printer to be usedstyle used in printing, the number
of copies to be printed, and a number of otherabées. You can also define a print
range, which allows you to specify what date rasigealendar items should be
printed.

Printing Calendar information

To quickly print the details of an individual catir item,
right-click the item and select tlint command or click the
Print button on theéstandard toolbar.
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You can preview printed output before it printsdiigking
Preview in the Print dialog box.

Procedures

Open th&Calendar folder.
Select thé&ile menu.

Select thérint command.
Select print options as desired.

SelecOK.

a > v b PRE

Step-by-Step
Print Calendar information.

If necessary, open tigalendar pane.

Steps Practice Data

1. Select theé=ile menu. Click File
TheFile menu appears.

2. Select th@rint command. Click Print...
The Print dialog box opens.

3. Select print options as desired. Scroll thePrint style list
The desired options are selected. box as necessary and cligk

Monthly Style

4. SelecOK. Click OK
The Print dialog box closes, a Printing
message box opens to inform you of
the print status, Outlook prints the
Calendar information according to thg
options selected, and the message ox
closes.

Practice the Concept:Select a day when you have and appointment aml tbpe
Print dialog box. Select thEri-fold Style and preview the output. Close the Print
Preview window.
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DELETING CALENDAR ITEMS

Discussion

You can delete appointments, events, and taskeiCalendar simply by deleting the
item. When you try to delete recurring items, hogreyou are prompted to delete
either all future occurrences of the item or jlist dbne selected occurrence. When you
want to delete meetings, you are prompted to sar@heellation notice, which is
created automatically, to all attendees of the mget

In addition to using th®eletebutton on thé&tandard toolbar, you can delete

Calendar entries using tieletecommand on the shortcut Bdit menu, or by
pressing th¢Delete] key.

Procedures

1. Open theCalendar folder.

2. Select the item you want to delete.

3. Click theDeletebutton on theStandard toolbar.
4. Select an option to complete the process, iéssary.

5. SelecOK, if necessary.

Step-by-Step
Delete Calendar items.
If necessary, open tigalendar pane.

Select next Monday'’s date to view the first occnceeof theEmployee Training
appointment, which is a recurring appointment.

Steps Practice Data

1. Select the item you want to delete. | Click theEmployee
The item is selected. Training recurring
appointment
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Steps Practice Data

2. Click theDeletebutton on the
Standard toolbar.
The item is deleted or, if the selected
item is a recurring item or a meeting,
a warning box opens, prompting you
to select an option to complete the
process.

Click

3. Select an option to complete the Click Delete the series.
process, if necessary.
The desired option is selected.

4. SelecOK, if necessary. Click OK
The warning box closes and the iter is
deleted.

Practice the Concept:Change the Calendar viewAative Appointments. Select all
the Calendar items and delete them. Change tDdlgdVeek/Month view.

Page 34 Cuesta College - Computer Services



Ou