SAINT MARTIN'S COLLEGE UBRARY

An Overview of Outlook Scheduling

Presented by

Ric Kube, Technology Coordinator, O’Grady Library

Topics covered:
Creating schedules/appointments
Publishing availability
Checking availability
Assigning tasks
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E Mew Appointment o 2

Mew All Day Event "

Right click on a timeslot or select timeslot(s)
and right click on that:

Select the new.... That you require
@ Mew Meeting Reguest

[ >]

Mew Recurring Appointment
Mew Recurring Event
Mew Recurring Meeting 14
Today 2
Go to Date...

wped (LL) Other Settings...

Automatic Formatting...

Customize Current View... _,I,
i
¢

i Untitled - Appointment Al z
File Edit View Insert Format Tools Actons Help Type a question for help |+
The appointment Window | Bswemicee & 1 B < rearere.. | @ atendees.. ! 4 X @ .
Opens. Appointment ] Scheduling ]
Subject: ||
Location: | LI [ This is an online meeting using:  [Microsoft Hetivecting
Starttime;  [Thu 2/6/2003 x| [eooan T =] T Al dey event
End tme: [Thu 2/6/2003 x| [oooam -]
7 T reminder: [Srres | | show time as: [I Busy =] tebel: [[Trene |

Contacts... I Categaries... I Private [T
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Fill in the r

B Lunch M=eting - Appointment

| IBRARY

levant information for the schedule/appointment:

Insert Format Tools Actons Help
T‘j % Recurrence... | @ Invite Attendees... | ! 4 | ¥ @ -
Subject: |Lunch [Meetin N
Location: |Shari's Restuaram j [~ This is an online meeting using: J
Starbtme:  [Thu 2/6/2003 | |9:ﬁ\0 aM x| I Alldayevent
End fme:  [Thu 2/6/2003 | [odpam -]
;\,E}{: [~ Reminder: J @ Shoy) time as: |. Busy ﬂ Label: ||:| Mone ﬂ
Contacts. .. | \ Categories... | -

If this is to be a recurrent (repeating) schedule, click

recurrence menu will open:

\

+¥Recurrence...  button. The appointment

Appointment Recurrence

Select needs:

. . . Appointment time
Start time and end time or duration

Recurrence patte

Recurrent pattern e Daly

o+ Weekly
(" Monthly
" Yearly

Range of recurrence

Start: Wﬂ

Range of recurrence

End: |10:00 AM j Duration: |1 hour ﬂ

rmn
Recur every |1 week{s) on:
[ Sunday

¥ Thursday

I Monday [ Tuesday [ Wednesday

I Friday [ Saturday

Start:

When complete click OK

Thu 2/a/2003

=1

j {* Mo end date
" End after: |10 OCCUTEnces

|Thu 4/10/2003

=

" End by:

Cancel |
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Click Reminder
button, if you

B Lunch Meeting - Appointment

want to be File Edit WVew Insert Format Tools Actions
reminded }gaveandclnse & I B 3 Recurrence... | ¢ Invite Attendees...
Appointment ] Scheduling ]

| IBRARY

Help

L R

Subiject: |Lunch Meeting

Location: |Shari's Restuarant

Click

j [~ This is an online meeting using:

@ Starttime;  |Thu 2/8/2003 | [z:00 am

Save and Close

j [~ all day event

End time: |Thu 2/6/2003

| [10:00 aM
\@, [~ Reminder: J @ Show time as: | Il Busy = Law&*

=~

Appointment will
then show up on
calendar. If you
have Office XP
you can color the]
label to make it
stand out.

Additional info can be placed here an 7 be

—

seen here |

Contacts... |

Categories... |

Publishing your availability

From the menu bar select Tools and then Options.

Preferences lMaiI Setup | Mail Format] Spelling I Security ] Other ] Delegates ]

E-mail
(\ Change the appearance of messages and the way they are handled/

E-mail Option: ‘

o

Calendar

Customize the appearance of the Calendar.

15 minutes j Calendar Options. .

¥ Default reminder:

Tasks
Change the appearance of tasks.
Reminder time: 8:00 AM ﬂ Task Options. ..
Contacts
-.‘& Change default settings for contact and journal.
= Contact Options. .. | Journal Options. .. |
Motes

Change the appearance of notes.

OK

Mote Options...

Cancel

Options menu will open. Once open click Calendar

Tools | Actions

Send/Receive

Help

Send/Receive Settings

Dial-4Jp Connection

G Address Book... Ctrl+shift+8
B Find Ctrl+E
Adwvanced Find... Ctrl+Shift+F

Find Public Folder...

Organize

{ Mailbox Cleanup...
@ Empty Deleted Items™ Folder
+uf Recover Deleted Items...
Forms »
Macro »

Tools on the Web...
Speech
E-mail Accounts. ..

Customize...

Options...

E-Mail Scan Properties. ..

Run AVG Anti-Wirus for Windows

Run AVG Virus Vault
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The click the Free/Busy Options... button

Calendar Options.

Calendar work week
Mem Mwmon W Tue W owed W Th Fri I sat

First day of week: 'm Start time;, Wﬂ

First week of year: ’Wl End timyé: Wﬂ

Calendar options

[~ show week numbers in the Date MNavigator

= ¥ Alow attendees to propose new times for rfeetings you organize

Use this response when you propose new nfe

eting times: |Tentative -

Background color: Planner Options... | Add Holidays. .. ‘

Advanced options

@ [ Enable alternate calendar;, |
-

Free/Busy Options. ..

A

=

| Resource Scheduling... | Time Zone. .. ‘

Click OK to close.

| IBRARY

then set your publishing for 6 or more
months

Free/Busy Options

Options

Free busy infgrmation is used by people sending meeting requests, to determine when
you are availgble for meetings,

Publish |2 month(s) of Calendar free/busy information on the server

Update free/busy information on the server every 15 minutes

Internet Free/Busy

[~ Publish and search using Microsoft Office Internet Free /Busy\service

-

[

[+ Publish at my location:
\hup:,‘,rhumepages.smrﬁn.edu,‘refErenEE,rtsch,‘calendar,mics{alé\dar.xnk

Search location: |

Iy Cance

Set frequency for updating on gerver.
If you wish it available over the
internet, fill in the bottom section.

Viewing someone’s availability

While still in the calendar section click Actions then View Group Schedules

Actions | Help

18] New Appointment Cl+d 3

Mew All Day Event
@J Mew Meeting Request  Cirl+5hift+Q
@ Flan a Mesting...

Eﬁ View Group Schedules, ,, [E |'l

E Mew Recurring Appointment

Mew Recurring Meeting

Group Schedules saved with this Calendar:

Group 5chedules

=N
Cancel

If there are no group schedules showing then click on New./ button



[1BRARY

Create New Group Schedule

Select a new group name:
Type a name for the new Group Schedule:

new group name]| I

CK | Cancel ‘

Click on Add Others button to open
the address book to choose members =/ e ms e e e e s e
[ Jorowpmembers L

Select names or groups from address
book then click OK to show I
selections

< I 5 H
AddOthers wr | Options w | Goto: [Wed 2/5/2003 j
M Busy A Teniziive M OutofOffice [N NoInformation
Save and Close Cancel

% new group name |-_||E| El
Zoom: |IDD% {Day View) j Thursday, January 09, 2003
3:00 00 8:00 S:00 10:00 11:00 12:00 100 2:00 3:00 <:00
|Gruup Members i
[=| @ Ireference-staff B
ﬁlw B I s S
s
L]
< ] 3
Add Others w Options  w | Go to: ,Wj Make Mesting w
M Susy B Tentative M OutofOffice [N Mo Information
Save and Close Cancel

Shows availability of persons (or groups) for meeting, task, etc. If you want to see the
members of al+] yup, just click on the in front of the group name. The key at the
bottom shows what the colors mean. If it shows the white hashed lines it means the
person has set the free/busy on, but the time did not extend to this period.
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Assigning tasks

Click File then New then Task to open task window, or if you have the Outlook bar open in

your calendar you can click on the task icon.

EiT‘ Edit View Favorites Tools Actions Help
| Mew T3] Appointment Ctrl+M
Open ¥ (@ Meeting Reguest Ctrl4Shift+Q
Closg All Ttems ¥ Folder... Crl+5hift+E
Outlook Bar Shorteout. ..
{@ Save as Web Page... G Mail Message Ctrl +5hift+M
- [F=] Contact Ctrl+5hift+C
Folder » (R Distribution List  Ctrl4Shift+L
Data File Management. .. | Task [} Ctrl+5hift -+
Import and Export... gz Task Reguest ; Ctrl+5hift+
Archive. ., ,_E—Lf Journal Entry Ctrl+shift+1
Fage Setup b |55 Mote Ctrl+5hift-+H
E;‘ Print Preview [ oOffice Document  Cirl +Shift+H
% Brint. .. Ctrl+P Choose Farm..,
Wark Offline Cutlook Data Eile...

Untitled - Task FEX
File Edit View Insert Format Tools Actions Help -
& save and Close I +%Recurrence...  y3lAssion Task | ¥ E b4 @ .

Task ] Details ]
Subject: ||
Due date: Mone j Status; |Not Started j
’ Start date: Mone j Priority:  |Mormal « | % Complete: |0% il
'\gj’;' [ Reminder: | J | J 2| owner: |Kube,Richard W,
Contacts... | Categories. .. | Private [

Set start time, name task and set priorities click Save and Close button. To view tasks
click on task icon on Outlook bar
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