Outlook 2003 Calendar and Scheduling Skills Workshop

I. Other Training Opportunities

Online Outlook Training from Microsoft
(http://office.microsoft.com/en-us/training/CR061832721033.aspx)

FCCC Online Training
(https://www.foundationccc.org/FCCC/Training/training_apply.asp)

MS Office Webcasts
(http://www.microsoft.com/events/business.mspx)

For Outlook skills help, or departmental training, contact Terry Gray, (760) 744-1150 ext. 2877,
tgray@palomar.edu. If you are having email problems with the implementation of Outlook or
Exchange server at Palomar College, contact the help desk at (760) 744-1150 ext. 2140 or
helpdesk@palomar.edu.

Il1. Calendar Skills

A. Formatting and setup skills

Setting up your calendar. Calendar options are set on the Tools > Options dialog box by
clicking the Calendar Options... button. Calendar setup includes defining your typical work week

and office hours, setting the reminder time, and setting the background color of the calendar.

A great introductory lesson to the calendar from Microsoft is:
Getting to know your Outlook calendar
(http://office.microsoft.com/training/training.aspx?AssetID=RC011719291033)

Changing the time scale on your calendar. The default time scale on the Outlook calendar
is 30 minutes. To change this, right-click the time-scale bar and select a different time interval
from the pop-up menu.
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Navigating the calendar. The Outlook calendar is unique in that it understands English
phrases like "in two weeks" or "next Wednesday" or "in three years" or "St. Patrick's day."
Pressing Ctrl-G and typing in any of these English phrases will cause the calendar to jump to that
date.

Another way to achieve a custom view in the calendar is to drag over a day or set of days in the
printed calendar area. The days drug over will display on the calendar.
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Displaying calendar views. The icons at the top of the calendar view within Outlook may be
used to change your view of the calendar from 1-day, 5-days, 7-days and 31-days. The Today
button will bring you back to the current date.

Today | jDaE EIWDLk Week ﬂﬂeek _‘j_TI Month

Try this audio lesson from Microsoft on Great Outlook calendar features to make time work for
you (http://office.microsoft.com/training/training.aspx?AssetID=RC011550431033).

Making an appointment. An appointment is time that you reserve on your Outlook calendar,
not necessarily involving anyone else. There are several ways to initiate an appointment on the
calendar: click the calendar button, then click the New icon; from any view choose File > New >
Appointment; hold down Ctrl + Shfft + A; or, simplest of all, double click the time slot on the
calendar you wish to use for the appointment. All of these techniques will bring up the
appointment form. On the form, fill in the dates and times

Moving an appointment to another time. It is simple to move an appointment from one
time/day to another. Simply click on the appointment in your calendar view to select it, then
drag it to another day on the calendar. You can also drag the borders of appointments to
expand or contract them, and the time for the meeting adjusts if you do so.

Creating recurring appointments. It is simple to create recurring appointments in the
Outlook calendar. To start the process, schedule an appointment (or meeting) and click the
recurrence button at the top of the appointment form:

{} Recurrence,..

The recurrence dialog box will allow you to schedule any combination of recurrence for the
meeting on a daily, weekly, monthly or annual basis.
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Appointment Recurrence

Appointment time
Start: | 5:00 PM v|  End: [5:30PM v | Duration:

Recurrence pattern

() paily ) Day of every month(s)

() weekly
(#)The |second s ||Tuesday w | of every |1 month(s)

(%) Monthly | ” |

) Yearly

Range of recurrence

Start: | Tue 10/11/2005 | ©Noenddate
(O End after: OCCUMrEnces
OEndby: | Tue 7/11/2006 v

Note that the recurrence dialog also give you the means of controlling the range of occurence.

Changing the time of a recurring appointment. To change the time of a recurring
appointment, simply double click the recurring appointment on your calendar. You will be asked
if you wish to edit this occurence or the series of occurences. If you are changing the time for
one meeting only, choose "this" occurence, otherwise choose the series. Make the changes you
wish on the appointment form and click Save to save them.

Planning a meeting. To begin planning a meeting using Outlook click File > New > Meeting

Request (Ctrl + Shift + Q).  Click the To: button ( ) and invite the required
participants by looking up the participants in the Outlook address book and clicking the required

button ( LRSI > |y of course, this only works with people who have accounts on the local

Exchange server. Now click the Schedule tab in order to see the calendars of the invitees. To
have Outlook find the next available time that fits the schedule of all attendees click the AutoPick

Next button ( [ AutoPick Next :’%..........I) When Outlook has found an acceptable time when all
required participants are available, send the invitation.

Invitees can respond by accepting the invitation, declining it, sending a tentative acceptance, or
suggesting a new time, if you allow this (a setting in Calendar setup in Tools > Options).

After you have received responses from one or more of the invitees, you can track the status of
the responses on the "Tracking" tab of the meeting form. To see it, double click the meeting
time on your calendar and click the Tracking tab. You can manually set the response for those
who respond by phone rather than by Outlook.
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I Mame Attendance Response
EIGraL Terry Meeting Organizer Mone
EIPhiIIiQs: Shay Required Attendee Tentative
EINDn:rn:nss Chris Required Attendee Dedined
EIArmsh’Dng: Elaine Reguired Attendee Tentative

Reguired Attendee Accepted

El'u'alem:ia: Myrna

You can also see a quick Tally at the top of each of the responses as they are returned to your
inbox:

Accepted: Valenda, Myrna
Tentative: Philips, Shay; Armstrona, Elaine

Dedined:  Morcross, Chris

If someone has proposed another time for the meeting (if you allow this in your calendar setup)
you will see the following buttons at the top of their returned meeting response:

+«" Accept Proposal | %ﬁ View All Proposals |

You can either accept their proposal (which is included in the body of the response) or View All
Proposals, which will allow you to pick from them (if there is more than one) or propose an
entirely new time.

Microsoft has a useful audio lesson titled Organize meetings with Outlook
(http://office.microsoft.com/training/training.aspx?AssetID=RC011659751033).

Scheduling an all-day event. To schedule an all day (or multi-day) event, go to calendar view
(click the calendar button) then right-click the grey bar at the top of the daily view. Select "New
All Day Event" from the pop-up menu.
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If the event spans more than 1 day, include the date range on the appointment form. Also on
the appointment form choose whether to show time as Free, Busy, Out of Office, or Tentative.
Click Save and Close to save the all day event.

|:| Free hd

O
Tentative
M Eusy

B cut of Office

An all day event will be reflected in the grey header bar for each day it is schedules (holidays
show this way in Outlook). You will still be free to use the appointment slots on your calendar
during the all day event period.

Attaching files and items to appointments. You may attach files or Outlook items to
calendar appointments just as you can with emails. To attach a file, click the paper clip icon at

the top of the appointment form ( ] ). To attach an item, choose Insert > Item... from the
menu bar, and locate the item you wish to attach. Attachments to appointments can be
extremely useful in gathering all the materials you will need for a meeting in one conventient
place.

Displaying the taskpad within the calendar view. Use the View menu to display the
taskpad (an abbreviated version of the task folder) within a calendar view. Many people use this
as their default Outlook view, with their day and tasks scheduled before them. The View >
Taskpad View menu choice can be used to change the view of the taskpad within the calendar.

Many people use their calendar with the taskpad and turned on as their opening view in
Outlook. I prefer the Outlook Today view with the mail navigation pane turned on, which
contains calendar, tasks, and a summary of unread mail in key folders.

Publishing your calendar to the web. It is simple to publish your calendar to the web. Go to
calendar view and choose File > Save as a web page...

Save as Web Page gl
Duration
Start date: ':at 10/1/2005 v| End date: |'|."U'EE| 11/30,/2005 v|
Options

Indude appointment details

[Juse backaround graphic: |

Save as

Calendar title: |Gra\,f, Terry |

File name; |htn::Hdaphne.palumar.eduftgrayfsmedulefdefault.htr|[ Browse. .. ]

Open saved web page in browser [ Save ] l Cancel ]
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Define the date range you wish to publish and the web address (you must have permissions to
publish to this address, of course. Your own Palomar web site would be appropriate). Click Save
and the publish operation will complete. View the web page at the specified address. Be careful
not to publish to the root of your own web site so that the default.htm document is not
overwritten.

Also of relevance to managing your Outlook calendar are:

Seeing and sharing multiple calendars in Outlook
(http://office.microsoft.com/training/training.aspx?AssetID=RC010333631033)

Keep track of birthdays and anniversaries
(http://office.microsoft.com/training/training.aspx?AssetID=RC060823511033).

I11. Contacts Skills

Setting up the way your contacts are filed. Use the Tools > Options > Contact Options
dialog to set up your contact folder. There are only two significant settings, 1) how to display
names, and 2) how to file names.

Contact Options [zl

Mame and filing options for new contacts
a_ Select the order you would like Outlook to use for new names:

Default "Full Mame® arder: | First (Middle) Last L |

Select the default setting for how to file new contacts:

Default "File As"™ arder: |Last, First (Company) w |

Creating a vCard. Though useful as a means of distributing your contact information, a vCard
is not created in the contacts area of Outlook. It is created in the Signatures area. Here's how:

Tools > Options > click the Mail Format tab

Click the Signatures... button |__Sinatures..

Click the New... button

Give the signature a title, be sure "Start with a blank signature is selected, and click the
Next... button.

Create a signature and select your contact information under "Attach this business card
(vCard) to this signature:

Attach this business card (vCard) to this signature:
= e |

7. Click Finish.

Phw NoR

o

Each time you use this signature file in an email your vCard will be attached.
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Creating a contact from the To: field. When you receive an email from someone you wish to
add to your contacts list, simply right-click their email address in the header of the email and
choose "Add to Outlook Contacts..." from the pop-up menu.

From: aureen Julian [mjuliani@techedeventz.oral
Ta: Gray, Terry Maureen Julian [mjulian@techedevents,org]
Co :E Schedule a Meeting. ..
Subject: Deadline Extended- Call for Present]
Call

TechEd Pasadena 2006
"Sharing the Vision”
March 27-29, 2006

Send Mail (mjulian@techedevents. org)
Additional Actions

Pasadena Conference Center

Create Rule...

Send Options...

SUB |a= Add to Outlook Contacts... [ d
5! f=| Lookup Qutlook Contact... E l
Cutlook Properties. ..
=8| Copy

Attention all presenters!

Creating a contact from one mailed to you. If someone attaches their contact information
to an email (attached as an Outlook Item) simply drag and drop it on the Contacts button (or
folder) to add them to your contacts.

fi=

Creating a new message to a contact. To quickly start a new message to someone in your
contacts list, go to the contacts list and right-click the title of the contact card for the desired
person and select "New Message to Contact” from the pop-up menu. Note that there are many
other actions that can be initiated in the same manner.

Gurczak, Alexis E-mail Carn|
E-mail: Ciu Open

[ Print
Craig, Chuck 3| B
E-mail: chu( | Forward
Cuaron, Berta ';_I'I MNew Message to Contact
Business: 224 New Appeintment with Contact
E-mail: beou )

% Mew Meeting Request to Contact
ovc 43| Mew Task for Contact
E-mail: CW

New Journal Entry for Contact

Davis, Haydn Link v
Busingss: ext|
Home: (76{ & Call Contact...
E-mail: Dayv | Call Using NetMeeting
Debarros, Philip | ¥ Follow Up...
E-mail: Deh e

>< Delete
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Summarizing Activities with a contact. One of the great features of Outlook is the Activities
tab in the contacts folder for any individual (or entity) in your contacts list. Open the contacts

form for an individual and click the Activities tab.

Outlook thinks for a moment (you will see a

little magnifying glass icon circling on the upper right of the form if you look carefully) and then
responds by listing all activities with that contact within Outlook from the time the contact was

created. Wow.

B Bonnie Dowd - Contact

PBle Edt Vew [mert Fgmat Took Actons  Heb

voao:e-o-

il Gave and Cloee iy |

| AT/TS joint meeting

= |

=4 RE: PD workshep 10113

i RE: PD werkshap 10113

4 RE: @2

[ RE: @2

(b Lisaring Esssntial for M5 Offics
4 | arninn Fresatial for MS Orffres

-_':._Ra"ﬂ_w.';_.::._.:-_'.E.El
General | Detals | Adtvities | Certificates | AllFicids [%
sow: TS
0 subrect o

Mon 10/10/2005 &57 FH
Hon 107102005 5:00 FH
Mon 10/10/2005 12:44 PM
Mo 10/10/2005 12: 19 PM
Fri 3472005 253 PM

Fri 30472005 253 PM

Wed 104572005 3:11PM
e WISIANG =11 P

Creating a map to a contact's address. £ The little yellow road sign at the top of the
contact form will create an MSN map to the address given on the form when you click it.

Sending a contact to someone else. You can send your contact information to someone else
as a vCard (see above) or simply attach it as an Outlook item to an email. The item will be
meaningful to other users of the Exchange server, the vCard is more universal and can be used

by many email programs.

You may also be interested in this video lesson from Microsoft: Great Outlook features to

organize your contacts

(http://office.microsoft.com/training/training.aspx?AssetlD=RC011036431033).

Also interesting

is: Business Contact Manager: track customer data in Outlook
(http://office.microsoft.com/training/training.aspx?AssetID=RC010897461033).

1V. Task Skills

Setting up the task folder. There are just a few, self explanatory setup options for your task

folder:

Task Options

X

Task options

=y

R
compd okpor: |

Keep updated copies of assigned tasks on my task list
Send status reports when assigned tasks are completed
Set reminders on tasks with due dates
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Categorizing tasks. Categories are a very powerful means of organizing not just your tasks,
but any item in Outlook. To assign a category to a task (or appointment or contact) open the
task form and click the categories... button at the bottom.

The Master Category list can be edited to suite your needs, and you can add categories
whenever you want.

Categories [5_<|

Item(s) belong to these categories:

Available categories:

Classes
Goals/Ohjectives
Huoliday

Ideas

Lab

Miscellaneous

Muobile Labs

Palomar Administration
Personal

Phone Calls

Research %
Video

[>

v

(0]4 l [ Cancel ] [Master Category List...

(Simply type the new category in the box at the top of the Categories form and click "Add to
List.") To assign a category (or multiple categories) to a task, place a check in the box next to
the category title.

Arranging tasks by category. To arrange your tasks by category, first be sure categories are
assigned to them (you can open each task's form and select a category, as described above, or
you can select a group of tasks, click Edit > Categories... and select the categories to assign to
the group of tasks all at one time).

Within your tasks folder, first, using the view drop-down, arrange tasks in a basic manner, like All
active tasks. (This drop-down menu is on the advanced toolbar).
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=

Simple List
Detailed List

Active Tasks ‘

Mext Seven Days
Cverdue Tasks

By Category
Assignment

By Person Responsible
Completed Tasks

Task Timeline

Define Views. ..

Then, use the View > Arrange By > Categories choice to arrange the list of active tasks into
categories.

Assigning a task to someone else. To do this, open a new task form and click the Assign
Task button.

2.2 Assign Task

On the resulting form, fill in the To... field, the due date (if the task has a due date) and the
other variables associated with this form. Once the task is assigned, you are no longer the
owner of the task, but rather the person it is assigned to is the owner. She is the one
responsible for updating its status and completing it. The details tab of the task form can be
very useful in tracking the time spent on a certain task for reporting purposes. Also, organizing
by categories makes it easy to summarize work on a certain project.

V. Shortcut Bar Skills

Setting up the shortcut bar. The shortcut bar is one of the most underutilized features of
Outlook, but can make life easy in an environment like ours where some of the information we
need is in Outlook, some on our hard drives or other computers on campus, and some on the
web. You can create shortcuts to each of these areas on the shortcut bar and thereby have
them at your fingertips.

To use the shortcut bar, click the shortcut bar icon on the button bar:

2]
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] LL-104

] LL-109

:ﬁ @Wireless Laptop
= Blackboard Contacts

4= Blackboard
= My Documents Shortcuts
lD My Documents
I3 Financials
IC3) FY2006
|C5) CETC Progress Report
I3 Classes
= Palomar Web Shortcuts
WWW
ATRC
AT Training
Directory
Chartfields
Requisition Form
15
Factbook
= Www
:&1 Microsoft Office Online

L L Ly L e e L

Creating an Outlook shortcut. To create an Outlook shortcut on the shortcut bar, right-click a
shortcut group title and select the folder you wish to add a shortcut to. (A folder may contain
email, a calendar, tasks, items, etc.).

Creating a disk folder shortcut. To add a disk location shortcut, start Windows Explorer,
minimize it so that you can see the shortcut bar and the Explorer window. Navigate to the folder
or file you wish to create the shortcut to and drag it to the shortcut group you wish to place it in
(you will need to pre-create the group). When you release the mouse button, you will see a
folder or file icon appear in the shortcut bar.

Creating a web shortcut. To create a web shortcut, start Internet Explorer. Minimize it so
you can see the shortcut bar and the address bar in IE on the same page. Navigate to the web
page you wish to create a shortcut to and drag the address icon from the IE address bar to the
shortcut group where you wish to create the shortcut.

Address @

Moving Shortcuts and Shortcut Groups. You can rearrange your shortcuts or move them
around between groups (or create new groups for the purpose) by simply dragging them within
the shortcut bar. To move a shortcut group title, right-click it and choose move up or move
down in the list of groups.
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Deleting or Renaming Shortcuts. Delete or rename a shortcut by right-clicking its icon and

choosing delete or rename from the pop-up menu.

Add MNew

Add Mew §

Open
Open in Mew YWindow

Send Link to This Folder

Advanced Find. ..

Delete Shortout
Rename Shortout

Mowe Up in List

Mowe Daown in List

Properties
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