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Sharing the Calendar

The new feature allows you to Share your calendar. To enable this feature, select the
Calendar icon on the lower left side of your screen also known as the Navigation Pane.

.:d; Calendar

Then Click on Share My Calendar

My Calendars

Cpen a shared Calendar. ..

Share My Calendar.‘

The permissions box will display where you will be able to specify the people who can
access your calendar.

Calendar Propetties x|

General I Home Page | Aukofrchive
Administration I Forms Permissions | Synchronization

Petrission Lewvel:

add. .. | Remoye | Eroperties, ., |
— Permissions
Petrission Level: IN.:.ne j
[ Create items [ Folder owner
[~ Read items ™| Folder contact
[ Create subfolders [ Folder visible
Edit iterns ———— Delete items

* Mone £+ None

" own O own

ol oAl
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There are a variety of Permissions that you can assign to individuals that you share your

calendar with.

With this
permission level
(or role)

Owner

Publishing Editor
Editor

Publishing Author
Author

Contributor
Reviewer
Custom

None

You can

Create, read, modify, and delete all items and files, and create subfolders.
As the folder owner, you can change the permission levels others have for
the folder. (Does not apply to delegates.)

Create, read, modify, and delete all items and files, and create subfolders.
(Does not apply to delegates.)

Create, read, modify, and delete all items and files.

Create and read items and files, create subfolders, and modify and delete
items and files you create. (Does not apply to delegates.)

Create and read items and files, and modify and delete items and files you
create.

Create items and files only. The contents of the folder do not appear.
(Does not apply to delegates.)

Read items and files only.

Perform activities defined by the folder owner. (Does not apply to
delegates.)

You have no permission. You can't open the folder.

At the College, if an Administrator wants their Admin reporting to th em to be able to delete
appointments that the Director or Administrator created, then they would have to make them a
Publishing Editor or Editor. If you do not want your Admin to be able to delete appointments
that you create, then you will have to delete them and you should make the Admin a Publishing

Author.

Note With author or editor permissions, a delegate has send-on-behalf-of permission. Sent
messages contain both the manager's and delegate's names. Message recipients see the
manager's name in the Sent On Behalf Of box and the delegate's name in the From box

We will describe the role of delegates at a later time. Delegates essentially are granted
permissions to open another persons shared private folder, create items and respond on Behalf

of an Administrator.

So Lets assume you are giving your Administrative Assistant permission to update and delete
items on your calendar. First you must add them. Note: Currently only those individuals
converted to Outlook Exchange will be located in the Global Address Book.

If you select the Private check box on a Calendar item in Microsoft Office Outlook 2003, do not
grant Read permission to your Calendar folder to anyone whom you do not want to see private

items
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Calendar Properties x|

General I Home Page I Autosrchive
Administration I Forms Permissions | Synchronizakion
Marme: Permission Lewvel:
Defaul Mone
Anonyrmous MNone

k.athleen Constance Publishing Editar

Select Add and the Address list will appear

\ add.. |

Remove | Properties. ..
~ Permissions
Permission Level:
¥ Create items ™ Folder owrer
¥ Read items ™ Folder contact
¥ Create subfolders v Folder visible
Edit iterns —— Delete ikems

" mMone " Mone

O " O

gl LCHr |

(] 4 I Zancel apply

Click Apply when complete. If you would like oth ers to be able to view your calendar and not be
able to edit modify etc, then you would select Default and set the permission level to Reviewer
which allows reading only.

You must make some settings on your calendar so that it refreshes at a particular rate. For

Instance if your Admin removes an appointment on your calendar, it will refresh at a rate that
you specify. To do this, go to: Tools, Options and Click on the Calendar Button.

Jopeions 2]x]

Preferences |Mail Setup I Mail Farmat I Speling I SECLriky I Cther I Delegates I

E-mail
‘;, “hange the appearance of messages and the way they are handled.

| Junk E-mail. ., I E-mail Opkions. .. |

Calendar
E Customize the appearance of the Calendar, \
V¥ Default reminder: |15 minutes j Calendar Cptions. .. |

Tasks
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Notice in this frame, you have a few options. You can modify th e background color of you
calendar, Add Holidays and set the refresh rate with Free/Busy Options.

Ealendar Options il

Calendar work week

[Tsom MMon W Tue [ wed W Thu W Fri [T sat

First daw af week; ISunday j Skark kime:; IE:DU ar j
First week of vear: IStarts on Jan 1 j End kirne: IS:EIIII P j

Calendar options

B

[ show week numbers in the Date MNavigator

[=]
= ¥ allow attendees to propose news times for meetings you organize

IJse this response when wou propose new meeking times: ITentative j

Backgrnunar:l j Planner Dptions. .. | add Holidays, .. |

™ Use selected background calor on all calendars

Advanced options

[” Enable alternate calendar: IEninsh j IGregDrian j DELonS, .. |

[T When sending mesting reguests over the Internet, use iCalendar farmat

Free/Busy Opkions. .. | Resource Scheduling. .. | Time Zone. . |

\ (874 I Cancel |

Select the Color you want and then add holidays. Once completed, click on Free/Busy Options.

Determine the number of months you would like to publish on the Server your Free/Busy
information. Set the update for every 1 minute. It will take 1 minute for changes made to be
reflected on other calendars.

Free /Busy Options ll

Opkions

wou are available for meetings.

Publi ] monthis) of Calendar Free/busy information on the server
pdate freefbusy information on the server every

|1 minutes 1

@ Free/busy information is used by people sending meeting requests, to determinge when
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Ok, Now that we have set up features and shared the calendar, we can begin making

appointments.

To open your shared calendar that you have added, all you have to do is have it checked.

My Calendars

[¥] Calendar
Cther Calendars

Kathleen Constance

Open a shared Calendar. ..

Share My Calendar, ..

You will then be able to view your own calendar and the calendar that has been shared.

Calendar Kathleen Constance
Mon4 | Tueos Wed 06 Thuo? | Frios Mon4 | Tues Wed 06 Thuo? | Friogs
% OFF (OFF
o Ki-Melo
Boyd-

2 KC-vh-E|

A KC-Jer

€ white-

' kec-vivian-t] | 35 kc-Lind]

Now we can begin adding items to the calendar. In Outlook, you can book an app ointment,

meeting, or event.
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Three different ways to create an appointment:

1 Use the New Appointment button on the Standard toolbar.

Fnew | & X i EE gd | Tod

|ﬁ Appointrent Chrl4-

7] Meeting Reguest  CtrH3hift+Q

2 Use the New Appointment command on the Actions menu.

Actions | Help  Adobe PDF

ﬁ Mew Appointment Chrl+M
Mew all Day Event

ﬂ Mew Meeting Reguest  Cerl+Shift+0
Mew Meeting Request With 3

ﬂ Flan a Meeting. ..

g4 View Group Schedules. .,

fE Mewy Recurring Appointrent

Mewy Recurring Meeting

3 Click in the main Calendar grid to select the time for your appointment, right-click, and then
click New Appointment on the shortcut menu.

ﬁ Mews Appoinkrnent

Mew Al Diay Event
A Mew Meeting Reguest

Mew Meeting Request Wikh — »

5| Mew Recurring Appointment

Calendar Grid (right Click)
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Appointment An appointment is an activity that involves only you.

Use an appointment when you want to show that you're busy but no one else in your
organization is involved. You might enter an appointment to block out time in your

calendar when you need to meet with a client, visit the dentist, or research a project

you're working on.

Meeting A meeting is similar to an appointment. The difference is that you invite other
people to it.

You can tell the difference between a meeting and an appointment by the meeting icon.
Meetings appear in your calendar and in the calendars of the other people who are
involved. A meeting in Outlook is set up with the help of a meeting request, which is
delivered to the meeting participants via e-mail.

Thursday, February 14

8am
9 oo [ Rese

oo
1 0 39 Staff meeting
1 1 oo

12™

All day event This event is an activity that lasts all day long but doe sn't block out time in
your Calendar. With an event, you can still have other items appear in your schedule for that
day.

Thursday, February 14
| Valentine's Day |

{ Bl valentine’s Day - Event EJE|E|

=4 Appoinkment
1( Subject: | Walenting's Day

Laocation: + | Label: |[] Mone

Start timey | Thu 2/14/2008 + &l day event
1: End time: | Thu 2/14/2008
|

The Valentine's Day holiday is entered in this calendar as an all day event. If you double-click the
entry in the calendar to see its details, you'll notice that the all day event check box is selected.
Also notice that the Start time and End time values are dates only, not times.

An all day event lets you note important events that last all day. An all day event does not occupy
blocks of time in your calendar; instead, it appears in a banner at the top of the date you specify
in the Calendar.
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The is one other way you can Add items to a Calendar. If you receive an email informing you that

there will be a meet up after work for instance, go into your email, and drag the envelope icon up
to the calendar in the Navigation Page.

Ex: Left click onto the yellow envelope in your inbox and drag to the calendar icon in the
navigation page.

4 Janice M... practice meeting time
__" -] Kathleen ... Sharing inwitation: Kathleen Constance - Calendar

When you mouse over the calendar, all of your calendars will appear.

My Calendars

Cther Calendars

E kKathleen Constance

Release the mouse and an appointment screen will appear with the email message. You can
now modify it to add to the calendar.

Setting Reminders

You can set reminders for an individual calendar entry. To do this, when you add an entry there
will automatically be a check for Reminder. Uncheck if you do not want to be reminded.

Appoinkment | Scheduling I

| This appointment occurs in the past,

Subject: |Jnhns Birthday

Location: IChi|i5

Start Hime: [vwed 2j6iz008

KNER

End time: [wed 2j6j2008

p——1
v ReEder: |15 minukes j
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A reminder will display on the calendar with a Bell notation.

AR VPSS Webpage

Setting up Recurring Entries

To specify that an appointment, meeting, or all day event occurs over, and over, and over, you
can use the Recurrence feature in Outlook. The details of a recurring item are called its

recurrence pattern. When you go to sch
window.

edule a meeting, select the recurrence icon on the

G Recurrence, ..

You can then select how often you would like the meeting to occur and decide the number of

occurrences.

Appointment Recurrence ll

— Appointrment time

[

End: [m:004M  =| Durstion: [30minutes = |

~Recurrence patkern
" Daily Recur every
 weekly [~ sunday

" Manthly I Thursday
 Yearly

I 1 week(s) on:

[ Monday [ Tuesday [ wednesday
¥ Friday [ saturday

—PRange of recurrence

Start: |Fri 2/8/2008

j % Mo end date
™ End after: IlEI accUFrEnCEs
" Endby:  |Fri4/11/2008 |

o]

Cancel | Remowve Reclurrence |
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A reoccurring entry is noted on the calendar with the recurrence symbol.

56I’ﬂ
68I’ﬂ

7 oo XErCise

When you double click on a recurring item, the box below will be displayed when you attempt to
edit it.

Open Recurring Item

' “Exercise” is a recurring appoinkment.
Do vou wank to open only this

L3
occurrence or the series?

™ (&) Open this occurrence.
2

L Open the series.

[ 0K ] l Cancel

You must determine if you would like to open one occurrence or open the entire series.
Tips:
Don't delete a recurring item. Instead, change the "End by" time and update the item.

This leaves you with a record of past occurrences.

You may need to schedule several different recurring calendar items to achieve the desired
pattern for the "same" recurring entry. For example, if you want to set up a payday event that
occurs on the 15th and the last day of the month, you would need to set up two recurring events
for that.

10



Outlook Exchange Training Calendar/Contacts

Showing Time in the Calendar

When you make a calendar entry, there will be a color displayed on the left margin of the entry.

This is a code for Free, Busy, Tentative, and Out of Office. The default is busy.

i ; Free Display

A% Tentative Display

-

A8 Ouk of Office Dis

To set this manually, right click and select Show time as whatever you wish.

Shiowe Time As 3 m Free
Label 3 Tentative
Autamatic Formatting... Bisy

Categories. .. L

11
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Organize Meetings with Outlook

To set up a meeting, you need an organizer, location and to invite participants.

™ | Appointment Scheduling
|
ro\ Zoom: | 100% (Day Yiew) vo
Al Attendees .
5 = Ay Rusko Reql'"clje':l
9 =@l Attendee
| 1= €% [Eli Bowen
| = | ConfRoom
|
o
Organizer ;
- Optional
Attendee

In Outlook, each "player” in the meeting is represented by an icon that you can see on the
Scheduling tab of a meeting request.

Meeting organizer Whoever sets up a meeting becomes the meeting organizer. The organizer
is the only person who can change the meeting details once it has been set up. Also, keep in
mind that you can never assign a new organizer to an existing meeting. Once you're the
organizer, you're always the organizer.

Attendee Anyone who is invited to the meeting is considered an attendee. There are two
categories of attendee: required and optional. Once an attendee is added to the attendee list, that
person will always be considered an attendee for the meeting. Even if an attendee declines a
meeting, he or she is still considered an attendee.

Location/Resource The place the meeting will occur is the location, sometimes referred to as
resource.

The meeting organizer schedules the meeting and sends all of the participants a special type
of message called a meeting request. This request is delivered to the Inboxes of all of the
meeting participants.

Once the request is in the attendee's Inbox, Outlook recognizes it as something that belongs in
the Calendar and puts it there as a "tentative" entry until the attendee has a chance to respond.

Attendees read the request and respond. A meeting response, which is similar to a meeting
request, is sent back to the Inbox of the meeting organizer 8 and just as it did with the
requests; Outlook recognizes each response as something special. The meeting entry is
updated in the organizer's calendar with information about who is coming.

12
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What's going on behind the scenes

Backw wu Nm@

Arranged By: Date | he

i Team Meeting - ! Fle Edt Mew Insert Format

=) Today ! File  Edi \
5

"x_«"ﬁ Ay Rusko o Bccept | 2 Tegt"-l

Team meeting

=4 amy Rusko

Miew

i é 3

= Flzase respond,

- Caiendar Movembe., Ay Rusko

Man, Mow 03 fed:  Shu Tto ! File

Edit  Miew Insert Format  Tools

! |l Save and Close | =3 Send Update | [G | :I
=

3prﬁ- I Team | I Appointrent I Scheduling || Tracking | I|
% Meeting( -
onFBonmt 3] = attendees accepted, O tentatively accepted, 0d
400 "

igure 1 OQutlook works behind the scenes to keep up the connections between meeting
equests, responses, and entries in your calendar.

1 A meeting request sent to an attendee.
2 The Infobar.

3 A tentative calendar entry for the meeting.
Figure 2 The Infobar in two different meeting requests.

1 The Infobar in a meeting request to an attendee that has been subsequently updated.

2 The Infobar for a meeting in the Meeting Organizer's calendar, showing a quick count of
how many attendees have accepted and how many have declined.

When you receive a meeting request, outlook automatically enters that request as a tentative item
in your calendar to help reduce your chances of getting double-booked.

13
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Quick Reference

Start a meeting request

You'll always create a meeting request from the Calendar. Here are three different ways to start your meeting
request.

1 Click the New Meeting Request cormmand on the Actions menu. This method gives you a blank
slate for the meeting and starts you off in the To box of the meeting request. When you use this
method, you'll need to fill in all of the meeting details yourself.

2 Click Plan a Meeting on the Actions menu of the Calendar. This command starts you off an the
Scheduling tab. Use this method when the time of your meeting can adapt to the schedules of the
people who are coming.

3 Rightclick a selected time in your calendar and click, New Meeting Request. You can use this
method when you want to book the meeting at a specific time. Because you select the time first,
that part of the request will be filled in when it opens.

Make changes to a meeting and send an update

Make changes to your own copy of the meeting first, and then click Send Update to let everyone else know of
the changes.
1. In the Calendar, double-click the meeting to open it.
2. Make the desired changes:
= Click the Appointment tab to change details such as the date or time of the meeting.
= Click the Scheduling tab to change details about the attendees or the resource.
Note If you and the people listed on the Scheduling tab are using Microsoft Exchange Server for

wour e-mail, free/busy time will be displayed using colored horizontal bars (similar to the ones in the
picture below) in accordance with the key at the bottom of the dialog box.

all Attendees
0 Ay Rusko
& [Chris Gray

Check free/busy time and use the AutoPick Next button to avoid scheduling conflicts.

3. Click Send Update on the Standard toolbar of the meeting.

4. Select either Send updates only to added or deleted attendees or Send updates to all attendees,
and click OK.

14
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The steps of this Quick Reference are outlined below:

Go To Actions and select New Meeting Request

Actions | Help

j ﬁ Mew Appainkrent

Mew All Day Event

.| ﬂ MNew Meeting Reguest

Appointment ] Scheduling I

| Invitations have not been sent For this meeting.

Tou.. | I I
Subject: |Outlook Calendar Discussion 'i——

Location: |ITC Conference| h 7| Label: ||:| Tmporkant j
Start time: | Tus 2/12/2008 x| [s:o0am | T Al day event
Endtime:  [Tus 2/12/2005 | 000 e 7| e — Onthe Abboi S
— e Anpoiment !
¥ Reminder: |15 minutes j \Bél Shaw time as: I. Busy j A, Then.sglectie, scheduipa Tal)

Meeting Workspace. ., | [ This is an anling meeting using: IMicrosoFt MetMeeting j

You can select the AToodo Button and add attendees fror
Alternatively, you Plan a meeting instead and it will bring you to the Scheduling TAB

Go to Actions, Plan a meeting. Then add Attendees

ﬁ Plan a Meeting

Zoom: |100%: (Day View) -
Actions | Help I : J
ﬁ Mewy Appoinkrent kel &l attendees

New Al Day Event =1 ¥ |Janice Mastrangelo

{=1| & |[F.obert Hartrnan

ﬁ Mew Meeting Reguest  Crrl4+-Shift+0 =
lick here to add & name

|ﬂ Flan a Meeting. .. |

15
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Notice that by clicking on the Little Icon, you can change the status of the Attendee

| ——
ﬁi Plan a Meeting

Zoarm: IlEIEI% [Day View) j

Al Attendees
=1 8 |Janice Mastrangelo

Robert Hartmag

Optional Attendes
Resource (Room or Equipment)

When you have added everyone, click on Make Meeting.

Make Meeking I Close

The Attendees will all be added and you can click on the send button to deliver the invitation.

i Qutlook meeting - Meeting

File Edit “iew Insert Formak Tools  Actions  Help

g -||A|IB I U|E

ik
|
|

= ! =7 5end

|S':.-'sten'|

& snaglt &' | window - !

Align Left | 7

Appainkrent I Scheduling I

| Invitations have not been sent For this meeting.

Ta... | IR:::I:uert Hartman; kathy Constance; Augustine Espinoza i——

Subjeck: IOutIn:n:nk reeking

Location: IITC

16
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Creating Group Schedules

Sometimes and Administrative Assistant may have various groups that meet through out the

year. Instead of setting up a meeting and adding attendees each time, you can create a group.

To create a group, Go to Actions View Group schedules

Go  Tools | Actions | Help  Adobe PDF

Mew Appainkment

Mew all Day Event

Mew Meeting Request  Crrl+Shifk+Q

Mew Meeting Request With

Plan a Meeting. ..

Chel+M

View Group Schedules. .,

ERCINE
& F (&
Hows j
=
»
IF 3 |§H
1z =

Mew Recurring Appainkment

Select the new button, and Give the group a Name, for instance Enrollment Management

Add the Group me mb anamés by clicking on Add Others and selecting from the

District Directory or other Contact group. When you have completed this, select Save

and Close.

&% Enroliment Mangement

Zaoom: |100% (Day Yiew) || 2008
10:00 11:00 12:00 1:00 2:00 <1
Group Members I
Click here to add a name ; :
Kl J—

Add Others - Options vl Go to: IMDn 2{11/2008 j IMake Mesting |

M Busy % Tentative B Outof Office [ Mo Information

Save and Close

17
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The next time you select Actions, View Group Schedules, you can then select Open.

Click on Make meeting and select New Meeting with ALL. All of the members of the
group will be invited once you tweak the meeting and click on send.

Adding Delegates

Delegates essentially are granted permissions toopen another p e r s sharédrivate folder,
create items and respond on Behalf of an Administrator.

To assign Delegates, go to Tools, Options and select the Delegate tab.

options 2| x|

Preferences |Mail Setup I Mail Formak I Speling I Security I Okher I Celegates I

E-rnail
: hange the appearance of messages and the way they are handled,

E-mail Options. .. |

Calendar

Cuskomize the appearance of the Calendar,

¥ Defaulk reminder: |15 minukes j Calendar Options. ., |

Tacle

Delegates to send mail on your behalf and gain access to your shared public folders
Select the Add Button and choose your delegate

opvons 2/x|

Preferences I IMail Setup I Mail Farmat I Spelling I Security I Other Delegates |

Delegates

Delegates can send items on vour behalf, Tao grant permission ko
others o access vour Folders without alsa giving them
send-on-behalf-of privileges, go to the Properties dialog box For each
folder and change the options on the Permissions tab,

18
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Set the privileges as you desire.

Delegate Permissions: Robert Harkman x|

 This delegate has the Following permissions

yE| ;:I; Calendar

v Delegate receives copies of mesting-related messages sent to me

asks IEditnr (can read, create, and modify items) j

v/
fz(] Inbiox INDHE j

85 Conkacks INane j
q Mokes INone j
g Journal INDHE j

[ automatically send a message to delegate summarizing these permissions

I Delegate can see my private items

QK I Cancel

Contacts and Distribution Lists

This section is only applicable if you were converted to Exchange. It would not be
necessary for a new employee.

On the toolbar, select Go, to folder Options

Go | Jools  Actions  Hel|

[~ Mail Cirl+1

| Calendar  Ctrl+2

8= Contacts Ctrl+3

;21 Tasks Ctrl+4

| Motes Ctrl+5

[d FolderList Ctrl+6

Shortcuts  Ctrl+7

A Joumal Ctrl+8
Eolder... Ctrl+Y
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Once you do this, you should be able to view your contacts folder.

=] @ Mailbox - Janice Mastrangelo e

@ Calendar
85| Contact

# (5 Deleted [
L7 Drafts
|1 Health
I;%Inbox |
S Jaurnal
L@l Junk E- @
O3 meti |
o | Motes e
/=) outbox
L) RS Fee [
[[=7 sent Ite
| Studen

= [ SyncIss
_.,""j Tasks
| Technic

# @ Search | 3

Delete "Cont _t_pn
Delete "Contactse oo nte
Hename "Contacgnd select

New Folder.. pProperties

Mark 4All as Read
Share "Contacts"...
Change Sharing P

Properties

;ﬁ Calendar
8= Contact
# 5 Deleted [
L7 Drafts
[ Health
glnbox |
Sl Journal
L@ Junk E- -
[ Meti A
._g) Motes afe
L= Qutboxy
LE) RS5 Feq L
[ sent Ite
[ Studen
H [ SynecIss
j Tasks
[ Technic
@ @ search | (&

= @ Mailbox - Janice Mastrangelo A —

Move "Conthegs"...

Copy "Contacts'Right click
Delete "Contactor &

~TTT " Contacts
Rename "Contaciing select

Mew Folder.. properties

Mark All as Read

Share "Contacts”...
Change Sharing P

Properties

Select the Outlook Address Book Tab, put a check in Show this folder as an email
address book, and change the name to contacts new.

Not e:

t

hi

S

S SO

that you

wonot

confuse
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Contacts Properties ﬂ

Bdriniskration I Fotms | Petrnissions | Synchronization
General | HomePage — Outlook Address Book | Activities

a; Contacks

I show this Folder as an e-mail Address Book

Mame of the address book:

IC:::ntau:I:s e @

Once you have completed that, select Tools Address Book

Tools | Actions  Help

Send/Receive 3

Find 2

|l Address Book...  Cirl+Shift+8

Then go to Tools Options

k% Address Book - 0] x|
File Edit Miew | Tools

Zrl+5hifk+F

|a_=7| Bl 5 % Fird. ..

Options...
Type Mame ar Select from Lisk: Shiowe Mames From the:

I Diskrict Direckary j
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If you were converted, Keep personal addresses in Contacts New. You can set the order
of how the addresses appear. If you have a new email account then keep personal
addresses in the Contacts folder.

fracressng x|

Addressing I

Showe this address lisk First:
IDistrict Directary LI

keep personal addresses in:

When sending mail, check names using these address lists in
the Following order:

| il
Conkacks Mew i|

add. .. | Remoye | F‘ru:upertiesl

(o] I Cancel | Apply |

Note that the Global Address Book only has employees who have been converted to
Exchange.

ITC has created training video for additional procedures
mms://www.saddleback.edu/Setting_up_Exchange_Mail.wmv
mms://www.saddleback.edu/Settings_Outlook_Reminders.wmv

mms://www.saddleback.edu/Calendar_Sharing.wmv

http://office.microsoft.com/training/Training.aspx?AssetID=RC011719291033&CTT=6&0rigin=RC
011719291033

A lot of this information was taken from the Microsoft Outlook online training site at the above link

Which you can review yourself

22
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