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Scheduling an Appointment

To schedule an appointment, simply double-click on the date and time desired, or

1. Click on the Calendar icon in the Outlook bar to display the calendar

2. Pull down the File menu, choose New, Appointment
3. Fill in the blanks

4. If you choose All Day Event, the Event is displayed at the top of the day of the calendar

5. You can color code the appointment using the using the Label option.

6. When finished, click on Save and Close.

Changing Label Titles

You can change the label titles for each color by doing the following: 
1. Click on the Calendar
2. Click on the Calendar Coloring Tool [image: image1.png]



3. Choose Edit Labels
4. Type new labels and click on OK
Importing Holidays

1. Tools menu, Options
2. Click on Calendar Options button
3. Click on Add Holidays button
4. Choose the desired Countries and click on OK
5. Click on OK two more times to exit the Options box.

Viewing Several days at a time

In the Date Navigator area, click on drag over several days to view them.

To view non-adjacent days, hold the Ctrl key while clicking on the desired days.

Planning a Meeting

If you are not sure of the date and time a meeting can be held, and you’d like to compare calendars, follow these steps:

1. Pull down the Actions menu and choose Plan a Meeting
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2. Click on Invite Others, choose the Attendees, and click on OK
3. Colored bars will appear on the lines of the attendees.  Light blue is for Tentative appointments, Royal blue for Definite appointments, and Magenta for Out of the Office.

4. When you find an appropriate time, click on the time in the time bar.  Drag the green vertical line to the desired start time and the maroon vertical line to the desired end time.

5. You can also use AutoPick to have the computer find a time available to all attendees and resources.  Click on the right-double-arrow to choose a time forward from where you currently are, or the left-double-arrow for a time behind where you are.

6. Click on Make Meeting.  
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7. Fill in the details of the meeting and click on Send. An email is sent to each invitee.
Responding to a Meeting Request

1. When you receive a meeting request, open the email by double-clicking on it.

2. Click on either the Accept, Tentative, or Decline button.

3. Choose to send a response with or without a message and click on OK
Checking Responses to Meeting Requests

1. On the Calendar, open the meeting by double-clicking on it

2. Click on the Tracking tab

3. Look at the Response column

Permissions/Delegates
Just as you might have an assistant who helps you manage your incoming paper mail, Microsoft Outlook provides similar functionality by making it possible for you to give another person access to your Inbox and any other Outlook folder you want. The process of granting someone permission to open your folders, read and create items, and respond to requests for you is called delegate access.
As the person granting permission, you determine the level of access the delegate has. You can give a delegate permission to read items in your folders, or to read, create, modify, and delete items. You can give a delegate permission to send mail and to respond to mail on your behalf. The delegate can also organize meetings on your behalf and respond to meeting requests and task requests sent to you. If you grant someone access to your folders, that delegate has access to the personal items (but not the private items) in the folders.

1. On the Tools menu, click Options, and then click the Delegates tab. 

2. Click Add. 

3. In the Type name or select from list box, enter the name of the delegate you want to set permissions for. 

4. To add multiple delegates simultaneously, hold down CTRL and click names in the Name list below. The permissions you select will apply to all of the delegates.

5. Click Add, and then click OK. 

6. Click Permissions, and then click a type of permission for each Microsoft Outlook folder you want the delegate to have access to. 

7. Select any other options you want.

Following are the levels of permission that a delegate can be granted:
Author
With Author permission, as a delegate, you can read and create items, and modify and delete items you create. For example, a delegate can create task requests and meeting requests directly in the manager's Task or Calendar folder, and then send either item on the manager's behalf.

Editor

With Editor permission, as a delegate, you can do everything an Author can do, plus modify and delete the items the manager created.

Reviewer

With Reviewer permission, as a delegate, you can read items; for example a delegate with Reviewer permission can read messages in another person's Inbox.

Notes   With author or editor permissions, the delegate has send-on-behalf-of permission. Sent messages contain both the manager's and delegate's names. Message recipients see the manager's name in the Sent On Behalf Of box and the delegate's name in the From box.

If a delegate needs permission to deal with meeting requests and responses only, the manager can select the Send meeting requests and responses only to my delegates, not to me check box on the Delegates tab and does not need to grant permission to his Inbox. Meeting requests and responses will go directly to the delegate's Inbox. The delegate will, however, need editor permission to the manager's Calendar folder, because once they respond to the meeting on behalf of the manager, the meeting is automatically added to the manager's Calendar folder.

Opening Another User’s Folder

1. From the File menu, point to Open, and then choose Other User’s Folder.

If you have opened this person’s mailbox before, their name is displayed on the menu below Other User’s Folder and you can click the name to open the folder. If not, follow the rest of this procedure.


2. In the Name box, type the name of the person who granted you access permissions, or click Name to select a name from the address book.

3. Choose the type of folder you want to open, such as Inbox, Calendar, etc.

4. Click on Open.

Note: If you leave the other user’s folder open when you exit from Outlook, their folder will be open the next time you start Outlook.

Group Calendars

1. Open your Calendar. 

2. Click on the Schedules button. 

3. Click New. 

4. Type a name for the new group schedule, and then click OK. Verify the name before you click on OK, because you cannot change it later.

5. Click Add Others, and then click either Add from Address Book or Add Public Folder. 

6. Select the names or the public folder, and then click OK. 

Note   To refresh the free/busy data on the calendar, click Options, and then click Refresh Free/Busy.

Viewing Calendar Details

1. Clicking Options in the Group Schedule dialog box displays a menu with the option to Show Calendar Details. 
2. When you click to select the Show Calendar Details option, the Free/Busy details for appointments and meetings appear in the Free/Busy dialog box if the Exchange Server mailbox owner has given you at least Reviewer permissions to their Calendar folder.
Opening a Calendar from the Group Calendar

You can open a calendar of a person who has given you delegate permissions directly from a group calendar.

1. Right-click on the person’s name in the left-hand pane

2. Choose Open Calendar
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Tip:


Color Code your appointments by using the Labels option when creating a new appointment.
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