Microsoft Outlook2016 Calendars
1.5 hour

In this workshop we will investigathe MicrosoftOutlook2016 calendar views; customizing the calendar appearance;
creating and modifyingppointments, meetings and all day events; setting reminders, privacy, and recurrence
properties
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Introduction to Outlook Calendar

The alendar is the second option in the Navigation Pane on the
If the menu is collapse

lower left side of your Outlook Window.
it will be the secondbutton down. You can also open the
calendar by pressing Ci2lon the keyboard.

The Outlook calendars will always highlight the current date with an orange border. WH
viewing a calendar that displays the time you will see a thin orange line marking the cur

time.

Bydefault, Saturday and Sunday are not pafitbe "work week" and therefore in some
calendar views these days are shaded a different colodeBult,8:00 AM is the daily start
time and 5:00 PM is the daily end time. Anytime outside this range isalsscoded
These values can be adjustedhie Calendar Options. (File MerOptions> Calendar
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Calendar Views

Day View

The date navigator (little calendar) on the leftdicates,dToday" by surrouding it withdark blue box
(i.e.October 3 2016.) The day you are currently viewing is shadedvith light blueg 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 buttons4 » 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, orcligking on the month showing and choosing a
new value.
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Like the day viewthe week viewhas a little calendar and date navigatorthe navigation pne. There

is a border around Todawnd the dates shown are highlighted. You can mowedifferent week by
clicking on another day in the date navigator or use the navigation butims.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 nemork days (like the weekends) allows more room to see the details of your
appointments.
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Month View

Like the dawiew,the month view has a date navigator in the navigation pane. There is a border around
"Today", and the dates shown are highlighted. Yourare 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
showsonly the full day events. Medium shows events and the color category for the appointments,
with a thin line representing NoonHigh displays the events and appointments, including start times,
subjects and locations.
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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 yowtiakon one date and theshift-Click
on another for a range of days. Clicking on one datkthen CtrdClicking 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
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Example usinghift 3/12/2012, 3/14/2012
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Example usingCtrl: 3/12/2012, 3/14/2012, 3/16/2012

Qutlook2007 - scottyoung@ufledu - Outlook

Send / Receive Folder View Developer Q Tell me what you want to do...

R o= =& E B B B2 s

™ Month .
New New New  NewSkype Today Next7 = Day Work i Open Calendar E-mail =
Appointment Meeting Items -  Meeting Days Week = Schedule View  Calendar - Groups - Calendar %

New Skype Meeting Go To I Arrange [F] Manage Calendars Share Find -~
4 March 2012 P &

e 4 » Marl2-16 Gainesville, Florida ~ Today [ search Outlook2007 (Cirl+E) ol
SU MO TU WE TH FR SA 83°F/72°F
26 27 28 29 1 2 3 MONDAY WEDNESDAY FRIDAY
4 5 6 7 8 9 10

12 14 16

11 12 13 14 15 16 17

18 19 20 21 22 23 24
Home

25 26 27 28 29 30 31

AM
9

[v]

Multiple Weeks
¢CKSNBE AayQid NBFfte | YdzZ (viewth& shows gs thehafulbionth; 1 Q& 2 FF

using the date navigator in the navigation pane, select Sunday through Sunday (click apd duacgn
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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.

Cpen a Shared Calendar @
From theHomemenu choosé€penCalendarand thenchoose
OpenShared CalendarClick théd | 'Y Sidtton to find the
useror type their namdast, firstin the boxand clickOK X

We can share our calendar with others. From the Home menu cHsloaee Calendaclick onthe To:
button to find the person or type their name last, first in the box atidk the Send button.

Sharing invitation: Young,Scott - Outlook2016 - Share
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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. @h@ws pointing ght, will return them to
a Sideby-Side view.

INFOCOMM1E6 X @OutlookZOlﬁ >

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 bringhg top layerUncheck
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, righlick inside the calendar and chodSalendar Option®r from the

Filemenu chooséptions. From theOutlook Optionstab, clickCalendar
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