Outlook 2007: Creating Appointments and Events (single user)

Creating Appointments and Events 1 Activities that involve only the user.

One.ll Time AppOintmentS File Edit View Go Tools Actions Help
1. Inthe calendaclick (or click and dragin thedate and timeof @ | S a =« w romy w oo
new gopointment. —— | /@ appointment crien

|| i Meeting Reguest Ctrl+Shift+Q

2. Click on theNew icon at the far left side of the toolbar. | o Foicer Cuteshife:

Click on Appointment. , ,

Enter a descriptionof the appointment in the
Subjectbox
5. Enter a locationof the appointment in the Lac

> w

/ Appointment | Insert  FormatText  Developer  Add-ins

{ E o T

H—‘ b E R G “_) B2 show As: | W Busy =1
X Delete — |

Save &  Invite N |Appoir he : O Free

Close Attendees = Forward -

=

tlon bOX Adfions - :I:;ative
6. If the times are noboect, edit th&tartand ool ofice
End Time Lac; ocation of the Appaintment
' Start time: | Mon 9/28/2009 |z| 12:30 PM E| [Tl all day event

7. Selecthe uset availahlity to others during the
gopointment time: Free, Tentative, Busy, Out
Office. Busy is the default during an p-
pointment.)

8. Set a reminder by clicking on Reminder arrowand select the time frame for the reminder.

Once set, a smalbp-up window will appear on ?
thewer 6 s mo amiinden.r as a [ -2 ' SR fopomeny

5 |
/| appointment | Insert  FormatText  Developer  Add-ns

[lJJ ?{?) Xl akencay i :";9 & show As: |l Busy -
= X Delete
Save &  Invite ‘Appointment|Scheduling | 3 Reminder; None [

Close Attendees “a Forward ~ Assistant

Endtime: | Mon 9/28/2009 [=] [1ooem [-]

Actions Show None
0 minutes
Subject: Description of the Appaintment 5 minutes
- 10 minutes
Location:  |Location of the Appointment
15 minutes
Starttime: | Mon 9/28/2009 [=] [1220em =] Flanday [* e
1 hour
End time: | Mon 9/28/2009 |Z| 1:00 PM [-] ——
| 3 hours

9. If the appointment iBri- A
. . 7 Appointment | Insert  FormatText  Developer  Add-Ins
vate click the pwacy bt & Domm . o B o |
High Importance

. . b B show as: |l Busy - O
ton. No details will be X eets - ¥ ok
. Sa‘\e& ]n\lée P— \Appointment|Scheduling | & Reminder: None . Recurrence Time Categorize Y —
I bl h Close Attendees = Assistant Zones -
awallableto others e oo

Alli Day Appointments

1. Setting an appointmenthegin at 8 am and end at 5 prwill show the user as unavailable all
day.d THISIS NOT AN EVENT.

Calendar « Day ‘ Week ‘ Month |
epleipbey0) € > Search Miller, Carol Ann - millerca - Calenc 4
Mo TulWWe Th Fr Sa Su September 30, 2009 ‘
3 10203 405 6N 30 Wednesday
¥ 7 8 910111213 \
3 14 15 16 17 18 19 20
321 22 23 24 25 26 27 D, P .
o Q am p of an All-day app
4‘ 2030 - Location of an All-day appaintment
4
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Alli Day Event

Events such as birthdays olitteysDO NOT PREVENT USERS FROM SCHEDUING
OTHER ACTIVITIES ON THE SAME DAY.

i Day | Week ‘ Month |
These will be showas banners on the togysesnt © 5 October 01 2009 [Search Niler, Caral s milrca Caenc P <]
of a useB calendar. . @
\‘ Description of an All-day Event; May or may not have a location \
8 am
10%

1. To creatermEvent, clickNew to open aNew Appointment, andCheck All day evenin-
stead oenteing a
time.

Event | Insert  FormatText  Developer  Add-ns @

(3] calendar ﬁ =) = =] (&) Private
= = Show As: | [ Free 2 »(\ = ‘y
i X Delete = 1 High Importance
| |Scheduling | 3 Reminder: None - Recurrence Time Categorize Spelling

Assistant Zones - 4 Low Importance

~

Save &
Close Aftendees’
Actions

Forward -
Show Options Proofing
Subject: Description of an All-day Eve

Location:  May or may not have a location

Start time: | Thu 10/1/2009 E 12:00 AM AH day event

End time: | Thu 10/1/2009 E 12:00 AM

Lal

Recurring Appointments or Events

An activity recurs whenhippensmorethanone day in a row @n aregular basis(once a week,
month, year, etc.)

1. In an appointment
Or event CIiCk the . Appointment Insert  Format Text Developer  Add-Ins @ ||
)
IJJ ) (3] calendar n ) & showas: M Bus Q B 1 & private y
: ¥
Recurrencebutton. [ B et o | ¥
2 A . d 5;\2& Attln\lée & Forward - Appaintment s;hedtuhntg % Reminder:|None JRecurrence ;\me Categorize Y —— spelling
ose  Attendees ssistan ones - -
) neW Wln OW Actions Show Options Proofing
Opens Subject: Description of the Appointment

Location: | Location of the Appointment

Start time: | Mon 9/28/2000 El 1220 [ -] [JAlday event
End time: Mon 9/28/2009 E 100 PM E

Appointment Recurrence o
| Appointment time
3. Select the frequenof/the recurrence. | o (- 5
End: 1:00 PM
Durati 30 minute ~]
s
Daily Recur every 1 eek(s)
Q/Weeky | 1 Monday Tuesday Wednesday || Thursday
Monthly Frday Saturday Sunday
Yearly
S
Start:  Mon 9/28/2009 © No end date
End after: 10 ocourrences
Endby: | Mon 11/30/2009
ok || cancel
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4. On thecalendara smaltecurrence iconwill appear

in the corner of each appointmentbkck.\

Multiple-day appointments and events

If a usesesthe time ofan appointment(out of town corg-
rence)o cover more than one daythe use® calendar will show
theuser as unavailablerbm the begnning of the appoirt-
ment on the first day to the end othe appointment on the

last day.

OR, make an appointment froBram to 5 pm on he first day,
mark itrecurring, and asraall-day event

The banner will shoat the top of the calenddutother mee-
ings can be scleduled.
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