Quick Guide for Calendar
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Calendar Window

Click the Calendar icon on the Welcome Page or the Calendar Bookmark| /1g]|| to open your

Calendar.
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Use the View Tabs to change the Calendar scale.

Use the Date Picker, scroll bar, or Page Up/Page Down to turn to a new day, week, or month
(depending on which Calendar scale you are using).

To reschedule Calendar entries, drag and drop them to a new time slot.

Create New Calendar Entry

Click the Schedule a Meeting action button if you are going to invite other people to a meeting
and want the Calendar entry to also appear on their Calendars (if they accept your invitation).

Click the New action button and select the other | yew «||Tools ~
Calendar entry types that you can create. Appointment

Anniversary
Reminder

All Day Event

Or with the time slots enabled, double-click an open time slot on the day you want to create the
entry. If time slots are not enabled, the time will be set to the beginning of your workday.

Calendar Entry Once a Calendar entry is created, you can change its type. Click the twistie to
Meeting ~| the right of the title and pick the type of entry. The Calendar entry fields
change to reflect the new type.




Calendar Entry

A Calendar entry contains all the information about an appointment.
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Click Save and Close to add the appointment to your Calendar.

Meetin

g Entry

What makes a meeting different from an appointment? Meetings invite other people and
reserve a meeting room and resources (projectors, computers, lunch).
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When you save a meeting, invitations are automatically sent to the Invitees via email and the

room/resou

rces will be reserved for you.




Receive an Invitation

When you are invited to a meeting, the invitation appears in your Inbox:

Wiho ~ |pate ~  |size v | subject
25 Ralph Winter 07/28/2002 240 QffSite Retreat with Board
& Mary Smith 07/29/2002 2 5ER Review Budget
4 Ma Smith 0aMe/2002 19683 & Inwitation: Budget 31 2003 Brainstarming Session [Aug 13 01:30 PM EDT in Conference
Foom 1/Boston Headquarters)
= Maw Smith 0aM8/2002 anz Can you give me a hand today?

Open the invitation to see the meeting details. Click the Respond button to accept or decline
the invitation:
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When you accept, a reply is sent to the meeting chair and the meeting is automatically added to
your Calendar and your time is blocked out.

Meetings View

Click the Meetings tab in the Calendar to open the Meetings View. The Meetings View isolates
meeting-related correspondence.
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Preview &

This is a good place to review the correspondence regarding a meeting. The icons represent
various actions, for example, thumbs up means an invitee has accepted your invitation.

View Others' Calendars

Click the twistie to the right of "Calendar" to open another person's Calendar:
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Switch to To Do

Wiew & Create Group Calendars

Open Calendar for Pat Wilson/Adventure

Open Another




Define Your Availability

You must define your availability schedule so the system knows generally when you are free to
be scheduled for meetings. To define your availability schedule, click the Tools action button
and then select Preferences. Then click the Calendar & To Do and Scheduling tabs:

bl | Calendar & To Do I Access & Delegation |

Basics | Displayl Scheduling I Alarms | To Do | Autoprocess | Colars |
“r'our Availability

Specify which daps and at what times pou are avalable for meetings. When someone schedule: a meeting,
they will be shown that wou are only available dunng the specified hmes.

Day of Week Time [for exarmple, 09:00 Ak - 12:00 PR, 07:00 Ph - 05:00 Pbd)

™ Sunday Time Zone m
¥ Manday 03.004M - 1200 PM, 01:00PM - 05.00PM |

I Tuesday D3.00AM - 1200 PM. 01:00PM - 0S.00PM |

¥ ‘wednesday [D3.00AM - 1200 PM. 01:00PM - 0S.00PM |

I Thursday |07.00AM - 1200 PM. 01:00PM - 0S.00PM |

I Fiiday D3.004M - 1200 PM, 01:00PM - 0300PM |

m Saturday

Set Other Preferences

Click the Tools action button and then select Preferences. Then click the Calendar & To Do
and Basics tabs. You can set the default Calendar entry type (for when you double-click a time
slot to create a new one) and the default duration for new appointments and meetings. Click the
Colors tab to set the colors used to display the various Calendar entry types.

Control Who Can Read Your Calendar

By default, nobody has sufficient access to open your Calendar. To grant access to your
Calendar, click the Tools action button and choose Preferences. Click the Access &
Delegation tab and then the Access to Your Mail & Calendar tab.

hdail | Calendar & To Do | Access & Delegation I

Access to Your Mail & Calendar I Access to Wour Schedule | Shortcuts to Others' Mail

Youmay allows accees to all or part of pour mail file (Mail, Calendaring, To Do's] bo one or mare people or groups. This
may be uzed ta allaw another peraon [or group) bo see vour calendar. Similarly, it may be used to allow anather person
[or group] e act on your behalf.

Each peraon [or aroup) to whion you delegate access may be allowed to perform different actions. Some people may

only be allowed to read entries in pour Calendar while others mayp be allowed toread, edit, and send Mail on pour
behalf.

The following people or groups have been delegated acocess ta your mail file

Mo one has access to your mail file Add Person or Group |

Mo other people or groups have been delegated access to pour mail file

Chahge Access |

Click Add Person or Group to grant access to your Calendar. You can select a user or group
name (must be from the company directory), or allow access to everyone.
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