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Appointments
Appointments are activities that you schedule in your calendar that do not involve inviting other people or reserving resources. You can set reminders for your appointments. You can also specify how your calendar looks to others by designating the time an appointment takes as busy, free, tentative, or out of office. You can schedule recurring appointments. You can view your appointments by day, week, or month.

You can schedule an appointment in your own calendar, and others can give you permission to schedule or make changes to appointments in their calendars. Appointments can also be made private.


Meetings

A meeting is an appointment you invite people to or reserve resources for. You can create and send meeting requests and reserve resources for face-to-face meetings or for online meetings. When you create a meeting, you identify the people to invite and the resources to reserve, and you pick a meeting time. Responses to your meeting request appear in your Inbox. You can also add people to an existing meeting or reschedule a meeting. You can also add people to an existing meeting or reschedule a meeting.


Events

An event is an activity that lasts 24 hours or longer. Examples of an event include a trade show, the Olympics, a vacation, or a seminar. Usually, an event occurs once and can last for one day or several days, but an annual event, such as a birthday or anniversary, occurs yearly on a specific date. Events and annual events do not occupy blocks of time in your calendar; instead, they appear in banners. An all-day appointment displays time as busy when viewed by others, while an event or annual event displays time as free.

Schedule an appointment

1. On the File menu, point to New, and then click Appointment. 

2. In the Subject box, type a description. 

3. In the Location box, enter the location. 

4. Enter start and end times. 

5. Select any other options you want. 

6. To make the appointment recur, click Recurrence. 

Click the frequency (Daily, Weekly, Monthly, Yearly) with which the appointment recurs, and then select options for the frequency.

7. Click OK. 

8. Click Save and Close. 


Tip

In Calendar, you can also create an appointment by selecting a block of time, right-clicking, and then clicking New Appointment or New Recurring Appointment on the shortcut menu….. also works for new event, new meeting.
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1. In Calendar, on the Actions menu, click Plan a Meeting. 

2. Click Add Others, and then click Add from Address Book. 

3. In the Type name or select from list box, enter the name of a person or resource you want at the meeting. 

4. For each name entered, click Required, Optional, or Resources. (The Required and Optional attendees appear in the To box on the Appointment tab, and Resources appear in the Location box. To get details on a conference room, click it in the Resources list, and then click Properties.) Click OK. 

5. Click a time when all invitees are available. You can use AutoPick Next to find the next available free time for all invitees. 

6. Click Make Meeting. 

7. In the Subject box, type a description. 

8. If you did not schedule a room, enter the location in the Location box. 

9. If you want to make the meeting recurring, click Recurrence, and then select the recurrence pattern. 

10. Select any other options you want. 

11. Click Send. 


Share my Calendar, Contacts, or Tasks with others 
Farm Loan teams could help each other and save time by making their calendars available to other team members at any time.

This feature requires you to be using a Microsoft Exchange Server e-mail account. 

1. In Calendar, Contacts, or Tasks, in the Navigation Pane (Navigation Pane: The column on the left side of the Outlook window that includes panes such as Shortcuts or Mail and the shortcuts or folders within each pane. Click a folder to show the items in the folder.), click Share My Calendar, Share My Contacts, or Share My Tasks. 

2. Do one of the following:


Allow anyone to access your items

1. In the Name box, select Default. 

2. Under Permissions, select the options you want.


Specify people who can access your items

3. Click Add. 

4. In the Type Name or Select from List box, enter the name of the person you want to grant sharing permissions to. 

5. Click Add, and then click OK. 

6. In the Name box, click the name of the person you just added. 

7. Under Permissions, select the options you want. 

Notes
· Regardless of the permissions you assign, the details of any item marked Private will not be displayed to other people.  (Private box is in lower right corner)
· You can use this same procedure to share your Journal or Notes folders.

Open another’s Calendar, Contacts, or Tasks


Open another person's calendar
:

You can view up to 30 calendars side-by-side in Calendar.

1. In Calendar, click Open a Shared Calendar (in left hand navigation Pane)
2. To select another person's name from the address book, click Name or type the name in the Name box. 

3. The new calendar will appear to the side of any calendar already in the view.

You can quickly view another person's calendar, contacts, and tasks from the Navigation Pane. After the first time you access another person's folder, the shared folder is added to the Navigation Pane. The next time you want to view the other person's folder, you can select it in the Navigation Pane.

Turn a message into a meeting request

Sometimes you get an email asking you to set up a meeting.  With this method, you can do it quickly and invite several people at once.
1. In the Navigation Pane, drag the message you want to convert to a meeting request to the Calendar [image: image8]button. 

2. Click Invite Attendees. 

3. Enter a name or names in the To box. 

4. Enter the location in the Location box. 

5. In the Start time and End time lists, click the date and times. 

6. Select any other options that you want. 

7. Click Send. 



 
Change an appointment, event, or meeting
Sometimes you need to edit what you already have in your calendar.

First open the appointment, event, or meeting you want to change. 

1. Do one of the following: 


To change options for an item that is not part of a series

· On the Appointment tab, change the options, such as subject, location, and time that you want to change, and then click Save and Close. 


To change options for all items of a series

· Click Open the series, and then change any options, such as subject, location, and time, that you want to change on the Appointment tab. 

· To change recurrence options, click the Actions menu, click Recurrence, change the options, such as time, recurrence pattern, or range of recurrence, that you want to change, and then click OK. 

· Click Save and Close. 


To change options for one item that is part of a series

· Click Open this occurrence. 

· On the Appointment tab, change the options, such as subject, location, and time that you want to change, and then click Save and Close. 

Tips

· In Calendar, you can drag the appointment, event, or meeting to a different date. You can also edit the subject by clicking the description text and typing your changes.

· You can change an event into an appointment, causing the time to be blocked out in your Calendar, by clearing the All day event check box and then entering start and end times. Events are defined as lasting from midnight to midnight; clearing this check box allows you to enter specific times.

Add or remove holidays in your Calendar


Add holidays

1. On the Tools menu, click Options, and then click Calendar Options. 

2. Under Calendar options, click Add Holidays. 

3. Select the check box next to each country/region whose holidays you want to add to your Calendar, and then click OK. Your own country/region is automatically selected. 

Views of Calendar
Change the number of days displayed in Calendar
· In Calendar, click any of the following: 

· Day [image: image15]
· Week [image: image16]
· Work Week [image: image17]
· Month [image: image18]

Change the background color

1. On the Tools menu, click Options, and then click Calendar Options. 

2. In the Background color list, click the color you want. 

Notes
· The color you choose is applied to Day and Work Week views. Week and Month views use system background colors, which by default, are gray and white. 

· The color you choose is applied to weekday hours. A darker version of the background color is applied to night and weekend hours. 

Adding Task Pad Pane – 
I recently added the task pane to my calendar as I think it will help me keep my ‘Things to Do’ more in front of me.
Click ‘View’ /click on task pad (then you can add and see tasks too in calendar)
