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Outlook 2007:  Calendar Basic 

 

Setting up a Outlook Account on a Desktop 

A Microsoft Exchange Outlook account must be configured use e-mail or calendar. Outlook is 
client-based software that resides on a specific computer.  Configuring the account identifies the 
mail server and identifying a unique account so that mail and calendar can be viewed. 
 
Before opening Outlook:  (To duplicate the setup users will see when configuring an Outlook 
account on their computer, login to lab computers using the following steps.) 
 
Click on the Start Button. 
Click on the arrow to display options. 
Click on Log Off. 
When requested click CTRL-ALT -DELETE . 
When the Logon screen appears type the e-ID  and 
password for this workshop (e-IDõs range from 
train01-40).  
To confirm successful login, click on the Start button. 
The screen will show the name of the login account. 
Installation of Outlook Exchange training accounts can begin. 
 
 
 
 
 
 
 

Exercise 1 - Setting up a Training Account in the Lab 

 
1. Click on the Start button. 
2. Click on All Programs. 
3. Click on Microsoft Office. 
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4. Click on Microsoft Outlook. 
 
 
 
 
 
 
 
 
 
 

5. The Outlook 2007 Startup window appears. 
6. Click on the Next button in the bottom right of the 

window. 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. In the next window, make sure Yes is checked and 
click on Next. 

 
 
 
 
 
 
 
 
 
 
 
 

8. Because the computer login and Outlook e-ID are the 
same, Outlook automatically fills in Your Name and 
the E-mail. 

 
 
9. Click on the Next box in the lower right of the 

window. 
 
10. The system automatically makes the connections to 

the Outlook Exchange e-mail server.   
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11. When the screen indicates that the 
account is successfully configured, 
click on the Finish button. 

12. The Outlook Exchange client will 
then connect to the server and 
open this test e-mail account. 

 
 
 
 
 
 
 
 
 
13. Outlook will open. If the 

Windows Search 
Engineédisabled window 
appears, click OK. 

 
 
 
 
 
 
 
 
 
 
 
 
 
  
14. At some point in the set up process a new window will appear. 
15. RSS (Rich Site Summary) Feed is a format for delivering 

regularly changing web content. Many news-related sites, 
weblogs and other online publishers syndicate their content 
as an RSS Feed to whoever wants it. 

16.  RSS Feed is not required in Outlook, it is an option (and 
not covered in this Basic Workshop). To decline RSS Feed 
click No .  To find out more and delay the decision, click on Remind Me Later. 

 
It may take a few minutes to complete the connection to Exchange and display the inbox properly. 
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The Outlook Exchange window 
appears.  The next exercise identifies 
the parts of the Calendar window 
and how they are used.  
 
 
 
 
 
 
 
 

 
 
 
 

Exercise 2 ï Opening the Calendar 

 
1. Click on Calendar near the bottom of the Navigation bar. 
2. The following screen will appear. 
3. Click on Day View, then Week View then Month View. 
 
 
 

Navigation Pane Calendar Calendar Views To-Do Bar Help 
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If the To-Do bar does not show automatically, in the Menu bar click on View and choose whether 
or not to see the To-Do Bar. 
 

Exercise 3:  Personalizing the Calendar 

 
1. On the toolbar click on Tools>Options. 
2. Choose which days to display. 
3. Choose which day is the first day of the week. 
4. Donõt change Calendar Options unless necessary. 
5. Donõt chance Advanced Options unless necessary. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Outlook Calendar Terminology 
 
Appointment - is an event added to an individual calendar, such as a lunch appointment or time set 
aside to work on a project. Appointments can be a single occurrence, or can be scheduled to recur 
on a regular basis, such as a weekly appointment to prepare a report. (By adding others to an 
appointment ð through the Scheduling Assistant ð it automatically becomes a Meeting 
Request.) 
 
Meeting Request - an event to which others are invited. When you request a meeting, set a time 
and subject, and invite attendees. You can also add resources, such as a conference room or 
projector. Recipients respond to meeting requests by accepting, tentatively accepting, or 
declining your invitation.   Like appointments, meeting requests can be for a single occurrence or can be scheduled 
to recur. 
 
Task - create and track a project or an assignment. For example, you can create a task to write a 
report, and then add a reminder, start date, due date, and notes to the task. 
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Reviewing the Appointment Window 

 

 

 

 

 

 

 

 

Exercise 4: Creating an Appointment 

 
1. To create new event: 

a. Click on File>New,  or  
b. Double-clicking  in the calendar on an appointment time. 

2. A new window will appear. 
3. Add the Subject of the Appointment and the Location. 
4. Adjust the Start and End Times if necessary. 
5. Add any text to describe or define the event in the open window. 
6. Click on Save & Close to add appointment to the calendar. 

 
 

 
 
 

Save & Close Scheduling Assistant Reminders Access 

Invite Attendees Show Busy Recurrence Importance 

Save & Close Scheduling Assistant Reminders Access 

Invite Attendees Show Busy Recurrence Importance 
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Exercise 5:  Creating a Recurring Appointment 

 
1. With an appointment open 

click on Recurrence. 
2. Adjust Recurrence pat-

terns. 
3. Confirm the Start and End 

dates at the bottom of the 
window. 

4. Click on OK. 
 

 
 
 
 
 
 
 
 

Exercise 6:  When an Appointment Becomes a Meeting Request 

 
1. When people or 

resources should be 
added to an 
appointment, it becomes 
a meeting. 

2. Double click on an 
existing event. 

3. The Scheduling 
Assistant screen opens.   

4. In the All Attendees 
column type the e-ID of 
the individual/resource 
to be invited. 

5. If the e-ID is unknown, 
click on Add or Remove 
Attendees.  

6. A new window opens.  
All Outlook address 
books available appear in 
the drop down list on the 
top right of the window. 
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7. Review the list and double click to add any name 
to the Required field.   

8. To add the name to Optional or Resource fields, 
single click the name, then click on the Optional or 
Resources box. 

9. The name is added to Optional or Resource. 
10. Continue adding names until the attendees list is 

complete. 
11. Click on OK. 
 
 
 
 
 
12. In the Scheduling Assistant 

screen the names appear in the All 
Attendees column and their 
calendars appear to the right. 

13. If calendar rights have been shared  
(covered in Exercise??) users can 
see if possible attendees are: 

a. Busy ð dark blue 
b. Available ð light blue 
c. Tentative ðwhite 
d. Out of office ð light purple 
e. No information ð shaded 

line. 
 
 
 
 
14. If the meeting time is determined to be unacceptable because of conflicts, click on any date in 
the calendar on the right of the screen and usersõ information is available. 

15. If the status of one of the attendees changes from Required to Optional, a click in the column 
before the attendeesõ name opens a drop down box. Click the 
appropriate status and it will change in the list. 
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Exercise 7: Making a Recurring Meeting 
 
Use the same steps as in Exercise 4. 
 

Exercise 8:  Opening/Editing a Recurring Meeting 

 
1. Double click on any recurring meeting in the Calendar 

and a new window will open.   
2. Choose whether to open the single occurrence or the 

series. 
 
 
 
 
 
 
 
 

1. When the single 
occurrence is opened 
it looks like this. 

 
 
 
 
 
 
 
 
 
 
 

2. When the series is 
opened, the 
Recurrence button is 
highlighted. 

3. To change information 
about the series, click 
on the Recurrence 
button and the window 
will open. 
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4. Any changes that need to be made to the series can be 
made in this window. 

5. When the meetings changes are complete, click on OK. 
6. The series will be dated. 
 

 
 
 
 
 
 
 
 
 

Exercise 9: Deleting and Restoring an Appointment/Meeting 

 
1. In the Calendar, right mouse click on any 

appointment/meeting. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. To delete any meeting left mouse click on Delete. 
3. The meeting is removed from the calendar. 
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4. In the Navigation bar click on Mail  or Folder List. 
5. Then click on the folder Deleted Items. 
6. Any item (message, appointment, meeting, task that has 

been deleted) is located in this folder. 
7.  In this instance drag the meeting that was deleted 

back to the Calendar in the Navigation bar in the 
Folder List. 

 
 
 
 
 
 
 
 
 
 
 
 
 
8. Click on the Calendar.  The event show in the 

calendar again at the proper date and time. 
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Exercise 10: Responding to a Meeting Request 

 
1. In the calendar, scroll to a proposed 

meeting.  The event will appear with the 
name of the person who proposed it in the 
event. 

2. Click on the proposed meeting. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. The meeting window opens. The response 
options are at the top center of the window. 

4. Click on the appropriate option.  In this 
exercise, click on Accept. 

5. Then click on Save and Close. 
 
 
 
 
 
 
 
 
 
 
6. A message containing the meeting is also 

sent to the e-mail account.   
7. In the Navigation Pane click on Mail . 
8. Find the event in the Inbox. 
9. Double click to open the message. 
 
 
 
 
 
 
 

 


