Quick Guide to Calendar
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@) Calendar Window

Click the Calendar icon on the Welcome Page or the Calendar Bookmark to open your
Calendar.
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Use the View Tabs to change the Calendar scale (Day, Week, Month).

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 a Calendar Entry, drag and drop it to another time slot. Drag its border to
change its duration. Double-click to open it for editing.

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).
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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 before you save

Meeting Jb it. Click the triangle next to “Meeting” and pick a different type. The

Calendar Entry fields change to reflect the new entry type.




Calendar Entry

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

Meeting 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/resources will be reserved for you.




Receive an Invitation

When you are invited to a meeting, the invitation appears in your Inbox (and Notices MiniView)
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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.

Summarize View

Click the Formatting twistie and choose Summarize to open the Summarize view.

[Schedule a Meeting ] [ MNew '] [ Crwener Actions '] [ Participant Actions '] Copy Into Mew |

) Day ~ ]@j Week ]% Manth - ] [ All Calendar Entries '] Farmatting ~

¥ Monday, February 27, 2006

b 09:00 Ak

[ Tuesday, February 28, 2006

& 12:00PM - 01:00 P
¥ Wednesday, March 1, 2006

K 0F:00AM - 0800 A

Fick up print job

Lunch with Tirm

harketing team meeting
Room: Conference &lBoston HO@Teambpps
Chair: Pat Smith
[ Thursday, March 2, 2006

@ 09:00 Ak

& 1245PM - 01:45PM
™ Friday, March 3, 2006

HR policy review
Lunch with kdarcy

Tools ~ || Filter =

February 2006 ~

This view lists all
the entries for the
time period in a
condensed format
for quick
reference.

51 09:00 AN - 10:00 A Company meeting
Room: AuditoriumiBoston HQ@Teambpps

Chair: Pat Smith

Preview a

Week 9 43 weeks left

View Others' Calendars

Click the twistie to the right of "Calendar" to open another person's Calendar:
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when everyone is available for a meeting.
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@) Define Your Availability

You must define your availability schedule so the system knows generally when you are free to
be scheduled for meetings.
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Set Other Calendar 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.

Mail | Calendar & To Do | Access & Delegation ] Click Add Person or Group
to grant access to your

- _ Calendar. Select a user or
You may allow access to all or part of your mail file (Mail, Calendar and To Do) to one or more p
Thiz may be uzed to allow anather persan {or group) to see your calendar. Similarly, tmay be  group Name (mUSt be from
another person (or group) to act on your behalf. the company directory), or
Each person {or group) to whom vou delegate access may be allowed to perform different actio allow access to everyone.

may only be allowed to read entriez in your Calendarwhile others may be allowed to read, edit,
your behalf.

Access to Your Mail & Calendar l Access to Your Schedule ] Shortcuts to Others' bail ]

You can specify exactly
The following people or groups have been delegated access to your mail file what the person/group has
access to in your Mail and

Fran GreenTeamapps

Add Person ar Grou
Tirr AdarnsTearndpps p ‘ Calendar.

Remove Selected Person or Group ‘

Thiz person ot group, Fran Green'Teamapps, is allowed to do the following:

Read. create, edit and delete any Calendar Entry or To Do Change Access

Calendar notices are autoratically forwarded to thiz person when | am
either a meeting invitee or chair except when meszages are private.
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