
Microsoft Outlook 2016 Calendars 
 1.5 hour   

In this workshop we will investigate the Microsoft Outlook 2016 calendar views; customizing the calendar appearance; 
creating and modifying appointments, meetings and all day events; setting reminders, privacy, and recurrence 
properties. 
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Introduction to Outlook Calendar 
 
The calendar is the second option in the Navigation Pane on the 
lower left side of your Outlook Window.   If the menu is collapsed, 
it will be the second button down.  You can also open the 
calendar by pressing Ctrl-2 on the keyboard.  
 
The Outlook calendars will always highlight the current date with an orange border.  When 
viewing a calendar that displays the time you will see a thin orange line marking the current 
time.  
 
By default, Saturday and Sunday are not part of the "work week" and therefore in some 
calendar views these days are shaded a different color.  By default, 8:00 AM is the daily start 
time and 5:00 PM is the daily end time.  Anytime outside this range is also color-coded.  
These values can be adjusted in the Calendar Options.  (File Menu -> Options -> Calendar 
Options).  
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Calendar Views 
Day View 
The date navigator (little calendar) on the left, indicates, άToday" by surrounding it with dark blue box 
(i.e. October 3, 2016.)  The day you are currently viewing is shaded in with light blue, in this case 
October 28, 2016.  To change to a new day you can click any date in the date navigator, or use the 
navigation buttons  along the top of the calendar.  If the navigation pane has room, it may display 
more than one monthly calendar.  You can browse through the months by using the navigation buttons 
provided by the month name on the date navigator, or by clicking on the month showing and choosing a 
new value.  

 
  

Week View 
Like the day view, the week view has a little calendar and date navigator in the navigation pane.  There 
is a border around Today, and the dates shown are highlighted.  You can move to a different week by 
clicking on another day in the date navigator or use the navigation buttons. You can tell the calendar to 
show only the "Work Week" (in this case Monday through Friday) or the full week (Sunday through 
Saturday).  Hiding the non-work days (like the weekends) allows more room to see the details of your 
appointments. 
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Month View 
Like the day view, the month view has a date navigator in the navigation pane.  There is a border around 
"Today", and the dates shown are highlighted.  You can move to a different month by clicking on the 
navigation buttons.  If you click on a day in the date navigator, Outlook will take you to the Day view for 
the chosen date.  There are three view options for the Month calendar: Low, Medium and High.  Low 
shows only the full day events.  Medium shows events and the color category for the appointments, 
with a thin line representing Noon.  High displays the events and appointments, including start times, 
subjects and locations. 
 

 
 
Custom Choices 
 
Multiple Days 
Throughout Windows you can use the Shift key and Control key on the keyboard to help you make a 
selection.  Using the date navigator in the navigation pane you can Click on one date and then Shift-Click 
on another for a range of days.  Clicking on one date and then Ctrl-Clicking on another will give you only 
the dates you choose. 
 
The most Outlook will let you view from the Day View is 14 days, but you can use your Shift and Ctrl keys 
ǘƻ ƘŜƭǇ ȅƻǳ ǎŜƭŜŎǘ ǿƘƛŎƘ мп Řŀȅǎ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŘƛǎǇƭŀȅ ŦǊƻƳ ǘƘŜ ŘŀǘŜ ƴŀǾƛƎŀtor. 
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Example using Shift: 3/12/2012, 3/14/2012   

 
 
Example using Ctrl: 3/12/2012, 3/14/2012, 3/16/2012 

 
 
Multiple Weeks 
¢ƘŜǊŜ ƛǎƴΩǘ ǊŜŀƭƭȅ ŀ ƳǳƭǘƛǇƭŜ ǿŜŜƪ ǾƛŜǿΣ ƛǘΩǎ ƻŦŦƛŎƛŀƭƭȅ ŀ ƳƻƴǘƘ view that shows less than a full month; 
using the date navigator in the navigation pane, select Sunday through Sunday (click and drag.)  You can 
use the scroll wheel on your mouse or the navigation buttons to move through the weeks. 
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Multiple Calendars 
We can view multiple calendars in any view. This includes custom calendars you have created, other 
people's calendars, and resource calendars.     
 
From the Home menu choose Open Calendar, and then choose 
Open Shared Calendar.  Click the bŀƳŜΧ button to find the 
user or type their name last, first in the box and click OK. 
 
We can share our calendar with others.  From the Home menu choose Share Calendar, click on the To: 
button to find the person or type their name last, first in the box and click the  Send button. 
   

 
 
Multiple Calendar Views 
 Day Week Month 

             
 
By default the calendars appear in a Side by Side veiw.  The arrow in front of the calendar name that 
points to the left will put the calendars into Overlay view.  The arrows pointing right, will return them to 
a Side-by-Side view.  

 
 
Outlook tries to keep each calendar and its appointments color coded.  The top layer calendar will have 
solid color appointments and bolded text.  Click on a calendar name to bring it to the top layer. Uncheck 
the calendar from the navigation pane to remove it from the view. 
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Customize the Calendar 
 
Calendar Options 
To open the calendar options, right-click inside the calendar and choose Calendar Options or from the 

File menu choose Options.  From the Outlook Options tab, click Calendar.  
 

 
























