Please note thisis from the complete document “Using Outlook”

Using Outlook's Calendar

T B fEe Segibes Duld o b
e @ 5 wmige T (8] e 7w (B S s | 3 <0 .-

= Balp be-ae I8 il | l.l:n-.-ll_l'!'

| Day View. switchto LA e -

=] Weekly and monthly views sowmss Switch Dates
1Hainn tha\/ian maonii 1 her e Usearrowsto

scroll throuah the

FE T s

T e s e —
e L W BT a f 4 W mews T
| e |

Task List

St e i

T [PENE ey
I s |

C e
- e — T | D

..--. w o i
== BT s [T ] S

1 Open appointment window -
doubleclick on an oi ntment to
A ap

ok i e Bu . .
- [ open it to type details, set a
s reminder alarm checkbox, set the
o recurrence option. invite others to

|| e | H---'l

» Click on atimedot, or drag to select a block of time, then typein text to
create an “ Appointment.” Double click on the entry to open it and set
details.

» To enter recurring appointments, open the appointment and click on the
Recurrence button, then choose the desired options. If you later need to
modify a meeting that reoccurs, it will ask you if you wish to apply the
changeto all occurrencesin the series, or only the one being modified.

* Tosetareminder "alarm," open the appointment and check the
Reminder box. Use the drop down arrow to choose the time. Uncheck
the box to turn it off. By default this box is checked automatically. For
Reminder options, go to Tools — Options — Other and click on the
General - Advanced Options button, then click on the Reminder Options
button.

* Toinvite others, click on the Invite Others button. This changes the
"appointment” icon to a "meeting” icon and addsa “ To” field to the
form. You can then enter their e-mail address to mail them an invitation,
and view their schedule for planning on the Attendee Availability tab.



This uses the Global Address List to access the free and busy times of
Business School Exchange users. Enter the names exactly as you would
address and e-mail to them. See the following section.

To delete a calendar entry, Right click on the appointment then choose Delete, or
select it and press Ctrl + D, or choose Edit - Delete. Be sure you have the
appointment select and are not in Editing mode — click on the border to select the
appointment.

To change calendar views, use the View menu or click on the small
monthly calendar in the upper left corner.

To Print A Copy Of Your Calendar, in Calendar mode, go to File -
Print. Under Print Style, choose the desired layout.



I nviting Othersto a Meeting

Outlook allows you to create a calendar event, select the e-mail addresses of
those you wish to invite, view their calendarsto determine the best time, then
automatically e-mail them an invitation and tentatively place the event on
THEIR calendar! When they receive your e-mail invitation, their invitation
message will have buttons to decline or accept. When they click on these
buttons, it will automatically e-mail you back their response, with the option
to edit thereply to personalizeit. Asthe meeting coordinator, you can
quickly get a summary of who will attend. Following are details:

In Calendar mode, click on the New button on the toolbar, or double click
on an event already on your calendar. Click on the Invite Attendees button
and a To field will appear in which you can enter E-mail addresses.
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Once you have selected Exchange usersin the To field, click on the Attendee
Availability Tab to see the calendars of the other Exchange usersinvited.
You can add other namesto the list simply by typing in their name on each
line and pressing the Tab key. (Alternatively, you can begin with this method

and enter all names thisway.)

Their calendarswill display, with scheduled and open times. Observe the
best time to schedule the meeting. Click on the desired time then drag the
borders to select the desired time slot. This will automatically update the

meeting date\time and your calendar entry.
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If you are inviting someone that is not a Business School Exchange user, they will
receive your message invitation, but you will not be able to view their calendar
and it will not placeit on their calendar. Their schedule will appear with a

barred line.

Return to the Appointment tab. Note the

meeting date and time.
Be sure to enter a subject, and a clear

location (i.e. “ Dean’s Office, D1248” is

clear, while “ My Office” may be
confusing). Notethereisalso roomto
enter text for an agenda, etc.
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Click Send when you are ready, and wait for their individual e-mail responses.



To quickly see a summary of responses, double click on the meeting appoi ntment
on your calendar to open it, then click on the Attendee Availability tab for a list.
(Note only the original person who sent the invitations can see thislist).



Responding to a Meeting I nvitation

Individuals invited to a meeting will receive a message. The invitation

message will look like this:
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Please Note: You cannot see the

Accept, Tentative and Decline
buttons in the Preview Pane.
You must double click on the
message to open it in order to
see and respond with the
invitation buttons.

You can tell a message in your
inbox is a meeting invitation if
you look carefully at the
identifying icon - meeting
invitations have the meeting icon
(a profile of multiple people)
next to the envelope icon.

@&

Click on the button to automatically send a response. You will be prompted
to edit the response, in which you can personalize the response with text, etc.

Microsoft Dutlook
You already sent a response For this
meeting. Do you wank to include
commenks with this response?

% Edit the response before sending.
" Send the response now,

" Don't send a response,

Cancel |

Please note: Thereisa check box setting to “ Delete Meeting Request from
Inbox when Responding” in Tools — Options — Email Preferences — E-Mail
Options - Advanced E-Mail Options. Thisis personal preference, but if you
later can’t find your meeting request in your inbox, thisis why!



