Calendar

Using calendar is a very essential part of outlook. You can use the calendar to schedule your appointments, book
meetings with clients (internal & external), book meeting rooms and much more.

» Scheduling Appointment

Click Calendar> New Appointment. Fill in the Subject and Time [ || Home Send / Receive Fold
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» Schedule Meeting

This is very similar to scheduling an appointment. The difference is that you are inviting others into your meeting.

» Click Calendar> New Meeting.
» After you fill in the Subject, Time required, then click on “Scheduling Assistant”.
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* Scheduling Assistant allows you to look for booked times for everyone in your invite list, allowing you to
schedule your meeting accordingly.

* You can also look for room availability for your desired time slot.
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File Meeting Insert Format Text Review Developer Add-Ins
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When scheduling meetings with multiple locations please remember to enable the “Time Zones” feature.
It is critical. If not selected, then meeting start and end times can be misinterpreted.
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@ Invitations have not been sent for this meeting.

To... ||
=1 | subject |
Send
Location: |
Starttime: | Tue 12/12/2017 - | | 10:00 AM - |Cer1tral'l'|me (US & Canada) | -
Endtime: | Tue 12/12/2017 - | [10:30 AM - |Cer1tral'l'|me (US & Canada) | -
Responding to a Meeting request is very
easy. Open the meeting request and
. c Click on any of the responses.
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v' Adding a Contact

To add a new contact:

Click > New Items > Contact
and then add in the required
details.

qﬁ? Ho

me Send / Receive

Folder

View

Developer

] [% a % Ignore x ; B 2 aMEEtlﬂg A3 Evgeni
4= Clean Up ~ M - (34 Team E-1
Mew Mew MNew Delete Reply Reply Forward
E-mail Items~ | Meeting | & Junk~ All # More - | |iga Reply &
MNew | Team\iewer | Delete | Respond |
Hy - BEH9 ™« 9|5 u
4 Favarites qﬂp| Contact Insert Format Text Review Developer Add-Ins
[ Inbox E@ = ABC %—4
= C g
(=) sent It w I—|—I [123] % 'y
____________________ Spelling & Research Thesaurus Word | Translate Language
4 kbansal@fre Grammar . Count =
Proofing Language
4[ 7 Inbox
Cd Adan Full Mame... | | —
[d Back Company: | |
[ Ben _ | J
T3 Carg ~ tobtitle: | |
Cd Carg| File as: | | =
3 cow L T
o
D3 Daro ey e il - |
@ Evae
CJ Fron Display as: | | .
[ GoDi Web page address: | | [
[ Kevin Ik address: | |
Li
3 Licen Phome AUMBErs ----omromommommomm o o oo s oo oo oo oo sooo oo
[ Larer : | |
3 MD Business... -
CA Mel Home... - | |
Orrs
- Business Fax... ~ | |
CA Pays
£3 Pow Mobile... - |
[l RODE Addresses ------mr-mmmmsmrmmmmsoo s
(3 Sco Business... =2 o
WAl 2
= _ [T This is the mailing I,JJ
[J Vinc address Map It
CA Voic '
Ca Web|

J

FRZNTIER



You can also add a Contact from an email.

* Open the email and right click the person
you want to add.
* Then select “Add to Outlook Contacts”.
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