
Office 2007:  Creating Appointments and Events       1  
September 2009 

 

Outlook 2007: Creating Appointments and Events (single user) 

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

OneïTime Appointments 
1. In the calendar, click (or click and drag) on the date and time of a 

new appointment. 
2. Click on the New icon at the far left side of the toolbar. 

3. Click on Appointment. 
4. Enter a description of the appointment in the 

Subject box. 
5. Enter a location of the appointment in the Loca-

tion box. 
6. If the times are not correct, edit the Start and 

End Time. 
7. Select the userõs availability  to others during the 

appointment time: Free, Tentative, Busy, Out of 
Office. (Busy is the default during an ap-
pointment.) 

8. Set a reminder by clicking on the Reminder arrow and select the time frame for the reminder. 
Once set, a small pop-up window will appear on 
the userõs monitor as a reminder.  

 
 
 
 
 
 
 

 
9. If the appointment is Pri-

vate, click the privacy but-
ton. No details will be 
available to others. 

 

AllïDay Appointments 
 
1. Setting an appointment to begin at 8 am and end at 5 pm will show the user as unavailable all 

day.  ð THIS IS NOT AN EVENT. 
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AllïDay Event 
Events such as birthdays or holidays DO NOT PREVENT USERS FROM SCHEDUING 
OTHER ACTIVITIES ON THE SAME DAY.   
These will be shown as banners on the top segment 
of a userõs calendar. 
 
 
 
 
 
 
1. To create an Event, click New to open a New Appointment, and Check All day event in-

stead of entering a 
time.  

 
 
 
 
 
 
 
 
 

Recurring Appointments or Events 
 
An activity recurs when it happens more than one day in a row or on a regular basis (once a week, 
month, year, etc.) 
1. In an appointment 

or event, click the 
Recurrence button. 

2. A new window 
opens. 

 
 
 
 
 
3. Select the frequency of the recurrence. 
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4. On the calendar, a small recurrence icon will appear 

in the corner of each appointment block. 
 
 
 
 
 
 
 
 
 
 

Multiple-day appointments and events 
 
If a user sets the time of an appointment (out of town confe-
rence) to cover more than one day, the userõs calendar will show 
the user as unavailable from the beginning of the appoint-
ment on the first day to the end of the appointment on the 
last day.  
 
 
 
 

 
OR, make an appointment from 8 am to 5 pm on the first day, 
mark it recurring, and as an all-day event.   
 
The banner will show at the top of the calendar, but other meet-
ings can be scheduled. 
 
 
 
 
 
 
 
 
 
 
 
 
 


