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Calendar

By using the Calendar you can enter and track appointments, meetings, and tasks. You can use the Calendar in conjunction with other components of Outlook to help manage all of your information.

When first opening the Calendar you will see three distinct sections in the information viewer. The scheduling area displays time slots for appointments for the current date and appears next to the folder list or Outlook depending on which one you use. The date navigator appears in the top right corner of the information viewer and displays two calendar months in traditional calendar format with the current date outlined in red,(this view can be dragged open to show more than a two month span).The TaskPad appears below the Date navigator and works in conjunction with the Task option shown in the Folder List. TaskPad is a to-do list that displays tasks you have entered and can be stored by icon, completion, or task name.
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The calendar area can look rather confusing due to the many different areas shown in the information viewer to give a better idea of how each of these areas work I will divide them up and look at each one separately.

The Date Navigator
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You can use the date Navigator to create and view appointments for other dates. As you select days, weeks, or months in the Date Navigator, the scheduling area changes to display appointments for the selected dates. You can also view appointments in the scheduling area for multiple consecutive or non-consecutive dates.

Above you will see the current date shown as the 29th of June 2000 denoted by the red box. The date currently showing in the Scheduling area will be the 10th of July 2000 as this is the date highlighted in the Date Navigation area, all other dates that appear in bold are dates that have either an appointment, meeting or event scheduled for that date.

· To select multiple dates you simply hold down control (Ctrl) key while selecting each date within the Date Navigation area. 

· To select consecutive dates hold down the (Shift) key and select by dragging across the days you require. 
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 Scheduling Area

This view will change according to the selection you make in the Date Navigator area and can show many dates at the one time. Appointments, Meetings and Events can be made directly from the Scheduling area allowing you to change times or even days for any allocated appointment in a visual manner.

Scheduling Area

· To change the Time Scale on the left of the Scheduling area right click while holding the mouse over the time scale shown, this will provide you with the drop down list. Select the scale you want with the mouse and the Time Scale will change to the selected scale.

· To open an Appointment screen simply double click in the Scheduling area at the time you wish to place the appointment, if it you wish to plan an all day Event double click dark bar under Scheduling area title (In this case under 10 July ).

[image: image5.png]


TaskPad

Used as a to-do list for your everyday jobs allowing you to set due dates, reminders and hold information about a task that dos not fit into either an appointment or meeting. This option is available on each of the calendar views and links directly to the Task area of Outlook covered more fully latter in this training manual.  

Calendar Taskpad

Changing Views

· Open the calendar

· To view the appointments for a specific date, click the date in the Date Navigator.

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

· Release the mouse button.

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

· Hold (Ctrl), click the other dates you want to display, and then release (Ctrl).
· To return the display to show only appointments for one date, click the desired date in the Date Navigator.

· To scroll to another month, click the left or right scroll arrows at the top of the Date Navigator.

· To change the month in the Date Navigator, click and hold the name of the month currently displayed and drag to the desired month.
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To quickly go to the current day, select the Go to Today button[image: image7.png]


                         On the standard toolbar.

· To move to work week, week, month or Day views use the standard tool bar and select the according option.

Standard tool Bar

Scheduling a New Appointment

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

The Appointment window allow you to enter a subject, location, start and end date times for an appointment, as well as making an appointment an all day event. When scheduling a new appointment you will be notified if a conflict occurs with any existing scheduled item. You can also attach reminders to appointments and indicate the amount of time before the appointment the reminder will activate.

As we are working within a network it is possible to access other users calendars and allow them to access yours. The option to view each other's available time slots is a useful feature when planning meetings and events. (When you schedule an Appointment you can choose how your time will be allocated according to the view presented to other users, either Busy, Tentative, Free or Out of the Office)
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The Appointment Window

Creating a New Appointment 

· Open the Calendar 

· Select the Date for the appointment you want to schedule in the Date Navigator.

· Drag the Half-hour time slots you want to allocate for the appointment in the scheduling area.

· Release the mouse Button.

· Click on New Appointment Button [image: image9.png]| R seve and cose | =sendupdate | & () | 7
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on the standard toolbar.

· This will bring up the Appointment windows were you can enter subject title, location, time the type of appointment. Also allocating a reminder time and any details you would like to include about the Appointment.
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Dealing with reminders

You can set your reminder to activate up to several days before a Appointment or meeting, by selecting the speaker button you can allocate a sound to the reminder notification (if you are fortunate enough to have sound on your system).
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The reminder is set at a Fifteen-minute default time and will be ticked "On" when ever you open a new Appointment form. 

AutoDate

As you work with the Calendar, you will need to enter dates and times for appointments, meetings, and tasks. Outlook's AutoDate tool simplifies the entry of this information. If you are not sure of the date you wish to set you can enter a description of the date you are looking for. For example you could enter "two days from now " in the date field and Outlook's AutoDate tool will convert the phrase into a numeric date on your appointment, reminder or task.

Commonly used and recognised words and phrases.

July twenty-third / March 28th / first of September / This fri / 2 days from now / 60 days after / 3 wks ago / next week / noon  / midnight / nine o'clock am / five twenty p.m /  Now / yesterday, today, tomorrow / next , last / ago, before, beforehand, beginning, previous, start / for, from, that, this, till, through, until / Christmas  / Christmas Eve  / Halloween / / New Year's Eve / Veterans Day/

1. Open Calendar




4.     Type the AutoDate Entry

2. Create a new item or edit an existing one.
5.     Press [Enter]

3. Select the desired date or time text box.

Scheduling a New Event

You can use the Outlook Calendar to schedule events and annual events in much the same way, as you would schedule an Appointment. Examples of events include activities such as trade shows, vacations, and seminars. Scheduled Events appear differently in the Scheduling area than any scheduled Appointments, as they do not have start and end times allocated to them. You will notice that Events appear as a banner that spans the top of the date or dates you have selected.

By default, events are scheduled as occupying an entire day. If you have an event that occupies only a portion of a day, you can deselect the All day event option in the Event window. When this option has been deselected, text boxes in which you can enter start and end times will appear.
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Scheduling a Meeting 

A meeting is an appointment to which you invite other people and resources. A resource can include such things as the booking of a conference room, requesting a projector or the use of someone's laptop. Both resource or people may or may not be available for a meeting, but you can use Outlook to determine a time for your meeting that best fits all attendees' and resources' schedules.

You can use the Meeting planner to create and send meeting requests and to reserve resources. The Meeting planner allows you to invite all attendees and to select a time for the meeting. You can enter the names of people and resources directly into the All Attendees list, or you can use the Invite others button to select names from the Global list or your Personal Address book.

The All Attendees list displays a list of every person and resource attending the meeting. The envelope that appears next to the name or resource indicates that a request will be sent to that attendee or resource.

Planning a meeting

· Open the Calendar 

· Select the Actions Menu.

· Select the Plan a Meeting command 

· Click in the All Attendees list box in the row that contains the text

· Type attendee name here.

· Type the name of the attendee or resource.

· Press [tab]

· Continue adding attendee names or resources as desired.

· Drag the red and green bars to adjust the length and start time of the meeting. 

You can also turn any appointment into a meeting by choosing to Invite others in the Appointment details screen. To add attendees in this case select the Attendee Availability Tab, which will contain the Scheduling details as shown below.  
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Select AutoPick to determine the first free time slot available for all Attendees and resources.

Continue to select AutoPick to display other free time slots, if desired.

· When you have found a convenient time slot select Make Meeting.

· Type a subject for the Meeting, Select or type the location in the location text box.

· Select other options as desired and then select [image: image31.png]weekly style
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the Send Button to invite all attendees and notify resources.

Responding to a meeting request

As other users schedule meetings, you may receive meeting requests in your Inbox. You can open the meeting requests as you would open any other messages. You have the option of accepting, declining, or submitting a tentative response. When you select the Accept, tentative, or Decline button, Outlook opens a message box in which you have options to edit the response, send the response, or not send the response at all.

As soon as a meeting request is delivered, it is automatically added to your schedule as a tentative appointment. If you accept the meeting, the meeting time changes to busy. If you decline the meeting, the meeting is removed from your schedule.
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Checking Meeting Responses
When you schedule a Meeting, you send messages to people and resources, requesting their presence. You can track and monitor the responses from all of the invited members, within the meeting posted on your calendar. You can monitor the responses to find out who will be attending and who has declined your request, as well as which of the resources you invited will be available for use.

To check the responses to your meeting request you will need to look on the Attendee Availability page within the Meeting window. This window can be shown in two modes: Show attendee availability or Show attendee status use.

Show attendee status

Displays a table that lists each of the people and resources who were invited, their status (meeting organiser, meeting attendee, or resource), and their response to your meeting request (accepted, declined, tentative or none) 

Show attendee availability 

Displays a detailed list of each person and resource you have invited, this view is the same as we have already seen in the meeting planner.  











Recurring Meetings

When you set an item as recurring, you must indicate a recurrence pattern. The pattern can be Daily, Weekly, Monthly, or Yearly. Depending on which option you choose, other recurrence options will be available. For example, if a task will be repeated weekly, you can indicate on which weeks and days the item should be scheduled. If the task will be repeated monthly, you can specify on which days of the month the task should occur. You can also specify a range of recurrence, indicating a start date, and, if necessary, an end date. 


Cancelling a Recurring Meeting  

If you choose to cancel a recurring meeting you will be given the opportunity to cancel the one meeting or all of the meetings scheduled for that reoccurrence. You may also be asked to notify all the people who were invited to the meeting of its cancellation.  


Moving Calendar Items 

You can move Calendar items to different time slots and dates. The easiest method to achieve this task is to use drag and drop. When you move an appointment or a meeting to a different date, it will retain its original time slot. When you move a meeting, you are again prompted to notify all attendees and resources invited of this move.

To copy an appointment or meeting you can use Cut, Copy and Paste in the edit menu. This will allow you to copy all the details of an appointment but change the times without affecting the original.

Printing Calendar Information

You can print Calendar information and individual Calendar times in a number of different ways. You can print quickly the details of an individual item, such as a meeting or an appointment, using the shortcut menu, or you can use the print dialog box to print entire Calendar views.

The print Dialog box offers you control over the way your printed calendar output will appear. You can control the printer to be used, the style used in printing, the number of copies to be printed, and a number of other variables. You can also define the print range, which allows you to specify what date range of calendar items should be printed. 


Adding to the Taskpad

We will just touch on the taskpad functions here as Taskpad will be covered fully in a later section. It is possible to create and track tasks within outlook by using the taskpad, a task can include such thins as personal errands, activities, or reminders. To enter and track a task double click in the open taskpad window in the lower right of the screen.

( the Taskpad is similar to the to-do list you may have used in other programs)

Once you have open a new taskpad, window enter in the description of the task and allocate any time constraints or reminders that may be needed. (This is very similar to entering an appointment)
Select Save and Close to confirm the Task; to mark the task as complete you can select the tick box next to the task description in the Taskpad list.
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Banner bar indicating this is an all day event 
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Drag and drop the Green and Red lines to set the duration of the meeting.





Manually setting times and dates for an upcoming meeting.





All Attendees, listing all people involved with this meeting.
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The All day Event Option, select to change an Appointment into an all day Event.





Invite Others will allow you to select from the Global list.





Events are shown across the top portion of the selected date





AutoPick will find the next available meeting time, were all attendees are free. 





You can select any of these three options to respond





By selecting Calendar you will bring up your personal Calendar in a separate window.





If you choose to except the meeting request, Outlook will ask you how and if you wish to respond. Select the appropriate option and click OK





If you choose Don't send a response Outlook will post the meeting in your calendar as Busy but will not notify the meeting organisers of your decision.





Your new Meeting will be shown in the Calendar Scheduling window as above, it is possible to drag and drop this meeting to a new time slot or day. If you choose to cancel the meeting and notify the meeting organiser, open the meeting and select delete or decline you will be promoted to send a notification to the meeting organiser.  





You can change the view from Status to Availability by selecting the correct option





You can continue to add to the meeting request by selecting the Invite Others… option.





The tracking area displays all recorded responses from attendee these may change if an attendee later declines.
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Navigating to the next calendar item





Send Update can be used when changing any Meeting details such as times





Recurrence will give you the option to set a standard time slot for this meeting within a day, week, month and year period.
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