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CALENDAR TRAINING SEMINAR

Microsoft Outlook Calendar with Exchange

This software, data and/or documentation contain trade secrets and confidential information, which are
proprietary to Baylor University. Their use or disclosure in whole or in part without the express written
permission of Baylor University is prohibited.

This software, data and/or documentation are also unpublished works protected under the copytight laws
of the United States of America. If these works become published, the following notice shall apply:

Copyright © 2002 Baylor University
All Rights Reserved

The name of Baylor University may not be used to endorse or promote products derived from this software
without specific prior written permission. THIS SOFTWARE, DATA AND/OR DOCUMENTATION
ARE PROVIDED "AS IS" AND WITHOUT ANY EXPRESS OR IMPLIED WARRANTIES,
INCLUDING, WITHOUT LIMITATION, THE IMPLIED WARRANTIES OF MERCHANTABILITY
AND FITNESS FOR A PARTICULAR PURPOSE.

When permission has been granted to make copies of this software, data and/or documentation,
the above notices must be retained on all copies.
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What is Outilook Calendar?

Outlook Calendar is now Baylor University’s campus

standard for scheduling. The Calendar is a folder within
Microsoft Outlook that serves as a central location for you
to create, view, and organize your scheduling information.

Outlook Calendar enables you to organize all of your

appointments, meetings, and events effortlessly.

JE\Ie Edit View Faworites Tools Actions Help

JEmew - | =] ‘ g % |Gn ta Today ‘ []Day [E]work wesk [F]week [F]Month |$F;nd “Egorgarize

@]

Calendar

a4 June 2002

uly 2002 »

SMTwWwTF?S

SMTWTFS

26272829 30 31 1
2345673
91011 17 1314 15
16171819 2021 22

23 24 2526 27|29

0

August 2002

123 45 6
7 8 910111213
141516 171819 20
212223242526 27
28 2930 31

September 2002

SMTw TF S

SMTWTFS

123
4 5 6 7 8 910
111213 14 1516 17
181920 21 22 23 24
25 262728 29 30 31

1234567
8 910 11 12 13 14
1516 17 15 19 20 21
22 2324 25 26 Z7 28
2930 1 2 540
6 7 8 9101112

[ || TaskPad

|Due Date -

Folder List x
Mailbox - Cazares, Albert
= 45} Outlook Today - [Maibox - Ster <
ol e
@ Contacts g=m
(3 Deleted Ttems
& Drafts oo
B2 Inbox 10
<23 3oumal a0
Motes 11%
%5 outhox
PacketMirror 12
S Sent Items
B Tasks 10
- (3 Public Folders =
oo
20
il
30
oo
4%
oo
5=
il
6™
oo
72
il
g™
Qo
g™
oo
10™
< il |

| Jcick here to add & new Task |

[]|Registar's office calendar ... |Fri 6iz8j2002

[ Admissions, FA, &UH cale... |5un 6/30/2002

0 Tkems




Outlook Today

A customizable, top-level folder that summarizes
information about your messages, appointments, and tasks.

Menday, July 08, 2002
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Customizing Outlook Today
1. Click on the Outlook Today Folder/Shortcut
2. Click on the Customize Outlook Today link.
3. Choose the desired options.

4. Click on the Save Changes link.




Creating Appointments
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1. Click on the Calendar folder or shortcut.
2. Choose New from the toolbar.

3. Type a subject for the appointment.

4. Select a time frame.

5. Choose Save and Close from the toolbar.

NOTE: Time will default as busy. Data entry is only
required for the subject and time.




Creating Meetings
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1. Click on the Calendar folder.

= Choose New from the toolbar.

2
3. Click on the Invite Attendees button on the toolbar.
4

« Enter the names on the To line, being sure to pull the

names from the global address list.
5. Enter a subject and time for the meeting.

6. Click on the Send button on the toolbar.




Creating Events
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1. Click on the Calendar folder.
2. Choose New from the toolbar.

3. Check off the box “All day event”. NOTE: Time will
default as Free. You may want to change this option
to Busy or Out of the Office.

4. Enter a subject and date range.

5. Click Save and Close.




Creating Schedules-(XP only)
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1. Choose the Schedules button from the toolbar.

2. Choose the New button.

3. Enter a name for the schedule.

4. Find all names from the GAL.

5. Choose Save and Close.




Calendar Views and Options

& Calendar - Microsoft Outlook
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Week, or 31 Month to change the calendar view, or
choose from the View menu.

2.Click on the Tools menu and choose Options to
change the calendar options. Here you can change
the days of the workweek, background colors, and
free/busy options on the Exchange server.
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Exchange Resources

Resource calendars reside in the Global Address List.

Please consult with Lisa Steed to determine your

departmental needs.
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Public Folders
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Requesting a Public Folder

Please visit
http://its.baylor.edu/help_desk/Email/Outiook/outlookrequest.htm

Public folders allow departmental collaboration (calendar,
files, contacts, etc...) and provide access to Baylor’s email
support accounts (EX: soccer@baylor.edu).

Please contact Lisa Steed or Ray Nazzario for further
information.




Individual Calendars &
Permissions

Access to all calendars regardless of where they are
(Exchange GAL, Public folders, or your own individual
calendar) is based upon permission. Depending on your
choice, permissions need to be set on the Calendar folder
and possibly the Outlook Today folder. You can opt of
Delegate Access to share your calendar information.
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1. Right click on the Calendar folder.

2. Click on the Add button and enter the last name of the
person that you wish to give permission to. Click OK.

3. Select the persons name in the list and assign a role.
Click OK.
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Delegate Access

Delegate access is another option that you have for sharing

Outlook items.

Options

Preferences | Mail Services I Mail Format I spelling I Security | Other  Delegates I

Delegates

Delegates can send items on wour behalf, To grant permission to
athers ko access your Folders without also giving them
send-on-behalf-of privileges, go to the Properties dialog box for each
falder and change the options an the Permissions tab.
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1. Go to the Tools menu and choose Options. Select the tab
called Delegates.

2. Click on the Add button and enter the last name of the
person that you wish to add. Click OK.

3. Immediately a Delegate Permission screen will appear.
Select the folders and permission that you wish to assign.

Click OK.
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Assistance

Baylor University Help Desk- x 4357

Lisa Steed- Training and Support Specialist- x 4144

Patt Black- Training and Support Specialist- x 6333

http://support.microsoft.com

Tips

1.

2.

9.

Reboot if programs locks up or seems flaky.
Reply to emails.

Do not use all capital letters.

Address correctly (Mr., Mrs., Dr., etc...)

Keep mailbox clean (delete Sent items and Deleted
items)

Do not open suspicious files (attachments).
Keep virus protection current.
If that personal do not email.

Try to organize.

10. Call if you need further assistance.

12



