Outlook 2007: Calendar & Tasks

Learning Guide
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Understanding Outlook’s Calendar

At first glance, Outlook’s calendar window may seem complicated.
Please take a moment to learn the elements that make up the window and
to learn how each will be used.
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You can use each of the following sections in the following ways:

Using the ... You can ...

Navigation Pane Move between Mail, Calendar, Contacts, and

Tasks, as well as to select folders within each
application

View Pane View the item(s) within the folder you have

selected in the Navigation pane

Standard Toolbar | Quickly perform the common tasks in Qutlook

Viewing your Calendar and Appointments
Outlook offers several ways to look at your electronic calendar.

The view... Allows you to see...
A detailed list of appointments for any one day

Work Week Your Monday through Friday schedule for any particular
week, with each day in its own column

Week Any particular week, Monday through Sunday, with each
day in its own box and an abbreviated listing of each
appointment

Month An entire month, with each day in its own box and a very
abbreviated listing of each appointment
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Launching Outlook
Launching Outlook

From the Start menu, select the All Programs submenu
Select the folder labeled Microsoft Office
From the Microsoft Office folder, select Microsoft Office Outlook

2007
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Microsoft Office

Microsoft Office Access 2007
Microsoft Office Excel 2007
Microsoft Office Groowve 2007
Microsoft Office InfoPath 2007
Microsoft Office OneMNote 2007
Microsoft Office Outlook 2007
Microsoft Office PowerPoint 2007
Microsoft Office Publisher 2007
Microsoft Office Word 2007
Microsoft Office Tools

The Microsoft Outlook window will appear
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Using Outlook’s Calendar
Outlook’s Calendar is an electronic date book that allows you to manage

your schedule by creating appointments

Viewing your Calendar
e From the Navigation pane, click on the button labeled Calendar

ﬁ Calendar

Creating an Appointment
e From the Standard Toolbar, click on the button labeled New

] New ~

e The Untitled - Appointment window will appear

— B =aRE x|
| ug‘ =) Untitled - Appaintment
Appointment Insert Format Text Add-Ins '@J)
i3] Calendar l:_-\T-‘ 0 Recurrence @& 7|
o @ 3 i Mt AN T & Ert
X Delete Q Time Zones ¥ =
Save &  Invite Appointment|Scheduling 4 15 minutes - |m . Spelling | Meeting
Close Attendees ey Forward ~ O Categorize - - Motes
Acdtions Show Options = || Proofing | OneNote
Subject: |
Location: lz‘
Starttime: | Sun 8/10/2008 [=] 12z00am  [=] [C]Aiday event
End time: | Sun 8/10/2008 [] (1230 am
i}
-
=
In Shared Folder: ;;ﬁ Calendar
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e Inthe box labeled Subject, type a description for your appointment

Subject: Group Meeting

e Inthe box labeled Location, type the location of your appointment

Location: | My Office

Assigning a Category
e From the Appointment ribbon, locate the area labeled Options

E B Busy . ¥ Recurrence ()

Q Time Zones ¥

15 minutes - EI:I Categorize = §

Options ]

e Click on the button labeled Categorize
e From the menu that appears, select the category that applies to your
appointment (for example, Important)

ﬁ B Busy - ¥ Recurrence 7]
@ Time Zones ¥

= |15 minutes - EI] Categorize ~| J}

Optio

Business

Important

Meeting %
Meeds Preparation
Personal

Phone Call

Travel Required
Vacation

All Categories..,

a1 111 Jmy jo
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Setting the Date

The date and time will default to the day you had clicked on in the

Calendar view, and to the earliest available 30 minute period. To change

the start date of your appointment:

e Click on the down-facing arrow next to the box labeled Start time

e From the menu that appears, click on the actual date of your
appointment

Start time: | Mon 8/11/2008 - J

August 2008
SuMo TuWe Th Fr Sa
1 2
3 4 5 68 7T 8 9
10 11 12 13 14 15 1&
17 18 19 20021 22 23
24 25 26 27 23 29 30

Today

e |f necessary, repeat the previous technique to change the end date of
your appointment

Setting the Time

To change the start time of your appointment:

e Click on the down-facing arrow of the box labeled with the default
start time of your appointment

e From the menu that appears, click on the actual start time of your
appointment (for example, 2:00 PM)

Start time: | Wed 8/13/2008 E| 12:00 AM EJ
1:00 PM -

1:30 PM

2:00 PM

2:30 PM 3

3:00 PM

3:30 PM
400 PM -

e Repeat the previous technique to change the end time of your
appointment
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Setting a Reminder

Outlook will remind you of your appointment 15 minutes before its start
time. If you want to change the timing of the reminder:

e From the Appointment ribbon, locate the area labeled Options

E B Busy . ¥ Recurrence ()

Q Time Zones ¥

15 minutes - EI:I Categorize = §

Options ]

e Click on the down-facing arrow next to the Reminder button
e From the menu that appears, select a new time for your reminder to
occur (for example, 1 hour)

¥ Recurrence |5
ﬁ B Busy mLE Y|

i ¥
— Q Time Zones 4

Sl = DD Categorize = [}

HNone =

0 minutes
5 minutes
10 minutes
15 minutes
30 minutes

1 hour I}

2 hours

& | Sound..

e If you do not want Outlook to remind you of your appointment, select
None from the list that appears

¥ Recurrence |5
E B Busy % =l

— @ Time Zones ¥

= | S = B categorize = §

Hone =
0 minutes %
5 minutes
10 minutes
15 minutes
30 minutes
1 hour

2 hours

S Sound...

information technology services

Training

URNIVERSFTY



Saving your Appointment

When you have finished creating your appointment, you will need to save
it so that it appears in your calendar. To save your appointment:

e From the Appointment ribbon, locate the area labeled Actions

[I i | % _ﬂ Calendar
= % Delete
Save & Invite

Close Attendees fep Forward -
Adtions

e Click on the button labeled Save & Close

ke
Save &
Close

Creating a Recurring Appointment

If you have an appointment that occurs on a regular basis, Outlook allows

you to create recurring appointments so that you do not have to retype the

same information. To create a recurring appointment:

e Double-click on the appointment in your calendar that you wish to
make recurring

Group
Meeting k‘
My Office

e From the Appointment ribbon, locate the area labeled Options

¥ Recurrence (5]
E H Busy - e

Q Time Zones ¥

15 minutes = ED Categorize = §

Options ]

e Click on the button labeled Recurrence

@ Recurrence
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Training - :.l:ll R “§-



information technology services

Training

e The Appointment Recurrence window will appear

Appointment Recurrence

[ 2 [ |

Appointment time

Start:  |R:00PM [+]

End: 3:00 PM [~]

Duration: | 1 hour |Z|

Recurrence pattern
Daily Recur every |1 week(s) on:

@ Weekly Sunday Monday Tuesday
Monthly Thursday Friday Saturday
‘Yearly

Range of recurrence

Start: | Wed 8/13/2008 [+] ©MNoenddate

End after: |10 oCCUrTences
Endby:  |‘Wed 10/15/2008 [~]
[ 2 ] | Cancel Remove Recurrence

| Wednesday

e Inthe area labeled Appointment time, confirm that the appointment

time is correct

Appointment time
Start: 2:00 PM
End: 3:00 PM

[ [ [E]

Duration: | 1hour

Setting the Recurrence Pattern

e Locate the section labeled Recurrence Pattern
e Select one of the following recurrences for your appointment

If your appointment occurs...

Click on the option button labeled...

Every day or every weekday @ Daily
On one or more days each week @ Weekly
On one or more days each month @ Monthly
On one or more days each year @ Yearly

e Select the recurrence pattern that describes when your appointment
will occur (for example Weekly on Monday, Wednesday, and Friday)

Recurrence pattern
Daily Recur every |1 week(s) on:

@ Weekly Sunday | Monday Tuesday /| Wednesday
Monthly Thursday V| Friday Saturday
‘Yearly
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Setting the Start Date

By default, the start date for the recurring appointment will be set to the

date of the original appointment. To change the start date:

e From the Appointment Recurrence window, locate the area labeled
Range of recurrence

e Click on the down-facing arrow next to the box labeled Start

e From the calendar that appears, select the start date you wish to use for
this appointment

Eﬁrt: VWed 8/13/2008 EJ

August 2003
SuMao TuWe Th Fr Sa
1 2
3 4 5 6 7 8 9
10 11 12 13 14 1516
17 18 19 20 21 22M23
24 25 26 27 28 29 30

31
Taday

Setting the End Date

Once you have set the recurrence pattern and changed the start date (if

necessary) you will need to select an end date for your appointment. To set

an end date:

e From the Appointment Recurrence window, locate the area labeled
Range of recurrence

e Click on the option button labeled No end date, if you want your
appointment to recur indefinitely

@ Mo end date

e Click on the option button labeled End after if you want your
appointment to recur a certain number of times
e Type the number of times you want your appointment to recur

@ End after: |10 OCCUITENCEs

e Click on the option button labeled End by, if you want your
appointment to recur until a certain date

@ End by:
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Click on the down-facing arrow next to the default end date
From the calendar that appears, select the date you wish your

recurrence to end

@Endby: | Wed 9/3/2008 EJ

4 September 2008 3

suMo TuWwe Th Fr 5a

1 2 4 5 @

7 8 910711 12 13

14 15 16 17 18 19 20

21 22 23 24 25 X% 27
28 29 30

Click on the button labeled OK to apply the recurrence to your

appointment
il - |
Appointment Recurrence - @lﬂ_hj
Appointment time
Start: | 2:00PM [~]
End: 3:00 PM [~]
I Duration: | 1 hour |Z|
Recurrence pattern
() Daily Recur every |1 week(s) on:
@ weekly [ sunday Monday [] Tuesday Wednesday
© Manthly [ Thursday Friday [ saturday
() Yearly

Range of recurrence

Start: | Wed 8/13/2008 [+] (2 No end date
() End after: |10 occurrences
@ Endby: |Wed 9/3/2008 [~]
[ OK V\N} [ Cancel ] [RemoveRecurrence]

From the Appointment ribbon, locate the area labeled Actions

Click on the button labeled Save & Close

i

Save &

Close

10

URNIVERSFTY



Creating a Meeting Request

button labeled New

e From the Standard toolbar, click on the down-facing arrow of the

e From the menu that appears, select Meeting Request

£ New
4 Appeintment Ctrl+M
Meeting Reguest

Folder... Ctrl+Shift+E

Calendar...

Mavigation Pane Shertcut..

2 Mail Message Ctrl+ Shift+ M
84 Contact Ctrl+Shift+C
& Distribution List Ctrl+Shift+L
& Task Ctrl+ Shift+K
1 Task Request Ctrl+Shift+U
B Journal Entry Ctrl+Shift+)
| MNote Ctrl+Shift+N
@ Internet Fax Ctrl+Shift+ X
=5 Choose Form...

%} Choose InfoPath Form...  Ctrl+Shift+T

Outlook Data File...

Ctrl+Shift+Q %

e The Untitled-Meeting window will appear

B
—_ve - v ————— S| E et
| ES\' = .- Untitled - Meeting
Meeting Insert Format Text Add-Ins ':@
ﬂ Iz %Appointment & (1E%] = o Busy . AV Recurrence (&) % |E?,
2 »y
> §Scheduling g8, Q Time Zones ¥ SR
Cancel Meeting 4 15 minutes - X Spelling || Meeting
Invitation '—T\t' Waorkspace 63' %I:I Categorize = § - Motes
Actions Show Attendees Options M= || Proofing || OneMote

| Invitations have not been sent for this meeting.

Send Subject:
Location: lz‘
Start time: | Fri 8/15/2008 [=] [200 Pma [=] CJan day event
End time: | Fri 6/15/2008 230 PM [~]
x|
2

In Shared Folder: @ Calendar

information technology services
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e Click on the button labeled To

e The Select Attendees and Resources window will appear
e Select the contacts you wish to invite to the meeting
e Click on the button labeled OK

Select Attendees and Resources: Global Address List @
search: @ Mameonly () More columns  Address Book
Global Address List »  Advanced Find

‘ Mame Title Location

5 a Engineering Anderson Hall-200 Co

& Ader, Sarah R Staff Asst Cabot Building-160 Pz

& Admassu Abegaz, Berhanu Field Technical Coord Ethiopia

& Afthim, Stad Asst Mar/Asst Registrar Dowling Hall

& Akerstein, Eli C MNon-Tufts Hourly Student Medford Campus

& Akerstrom, Shelley A, Collections/Loans Mar Dowling Hall

& Aklilu, Yacob G. Sr Researcher Ethiopia

& Albright, EricD. Dir Library Sackler Center-145H

& Ales, Carrie Ann Residence Life Coord South Hall

g Allen, MNei Center Administrator

& Alman, Miriam H. Assodiate Librarian Tisch Library-35 Profe _

P — T N 3
Doe, Jane; Smith, Adam

Optional -
o (]

e The names of your contacts will appear next to the box labeled To

‘ Doe, Jane; Smith, Adam ‘

e Inthe box labeled Subject, type the subject of your meeting

e Inthe box labeled Location, type the location of your meeting

e Inthe boxes labeled Start Time and End Time, verify that the start
and end times for your meeting are correct

e If you want to receive a reminder, choose the length of time before
your meeting

e If you would like to add a message to the recipients of the invitation,
type the message in the empty text box located at the bottom of the
window

information technology services 12
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Click on the button labeled Send

Group Meeting - Meeting

= |

=T e
ﬂ:l? H90 s v+

Meeting Insert

Format Text Add-Ins

3] ||ZH Appointment g 9] 2 busy
" @ Scheduling - g
Cancel Meeting 415 minutes
Invitation ©& ™ Workspace «ta'
Actions Show Attendees

@
_ A Recurrence () w |E?'
g Time Zones ! ==t
. B4 categorize - Spelling MNE:ELZQ
Options ™ || Proofing | | OneNote

| Invitations have not been sent for this meeting.

Doe, Jane; Smith, Adam

Subject: Group Meeting

Location: | My Office

Start time: | Fri 8/15/2008

2,00 PM
[=] 300 pm

End time: | Fri 5/15/2008

|:| All day event

[=]

Let’s discuss the upcoming tasks for our group

b [E51

In Shared Folder: m Calendar

13
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Using Outlook’s Tasks

The Tasks section of Outlook is a thorough to-do list, through which you

can remind yourself of simple chores or manage complex, long-term

projects among several people. Using Tasks, you can integrate calendar

items, e-mail, contacts, and computer files into one easily accessible

project.

Creating a New Task
e In the Navigation Pane, click on the button labeled Tasks

@ Tasks

e On the standard toolbar, click on the button labeled New

=]

o Mew -

e The Untitled-Task window will appear

~
— ™ o _ | (S
() =] a7 ) s _ Untitled - Task
Task Insert Format Text Add-Ins 'Q_J)
H ;i x 2] Task ? ;"| 5ﬁ & N o | Er— Categorize ~ ?
%, Details T 3 v =~ ¥ FollowUp -
Save & | Delete Assign Send Status  Mark N Recurrence Skip . Spelling
Close Task Report  Complete | E5 Dccurrence (ad Private -
Actions Show Manage Task Options Proofing
Subject: |
Startdate: | None [=] status: |wotstarted =l
Due date: None B Priority: | Mormal lz‘ % Complete: | 0% =
DReminder: Mone :I None Owner. | Daley, Andrea
iz
-
-

e Click in the box labeled Subject and type the subject of your task

Subject: Prepare for Meeting

14
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Assigning a Due Date

If your task must be finished by a certain date, you can assign a due date.

To assign your task a due date:

e Click on the down-facing arrow next to the box labeled Due date

e From the calendar that appears, click on the due date of your
appointment

Due date: Maone - J

September 2008
SuMo TuWe Th Fr Sa

1 2 3 4 5 &
7 8 910 11 12 13
14 15 16 17 1§.19 20
21 22 23 24 29™% 27
28 29 30

Today MNone

Assigning a Starting Date

If your task has a specific starting date, such as a project planning

meeting, you can designate that an Outlook task. To assign your task a

starting date:

e Click on the down facing arrow located next to the textbox labeled
Start date

e From the calendar that appears, click on the start date for your
appointment

Start date: Mane - J

August 2008

SuMo TuWe Th Fr Sa

1 2
3 4 5 6 7 & 9
10 11 12 1314 15 16
17 15 19 2091 22 23
24 35 26 27 28 29 30
31

Today MNone

Assigning a Priority Level

You can order your tasks by importance by giving each a priority of high,

normal, or low. To assign your task a priority level:

e Click on the down facing arrow next to the box labeled Priority

e From the menu that appears, select the appropriate priority setting (for
example Normal)

Priority: |Low EJ

Low
High {/\\s“
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Setting a Reminder

Outlook can automatically remind you of a task close to its due date. To
set a reminder:

e Click to place a check-mark in the box labeled Reminder

Reminder:

e Click on the down-facing arrow next to default reminder time

e From the list that appears, select the new time you wish to set for your
reminder (for example 9:30 AM)

Reminder: | Tue 7/8/2008 El 8:00 AM EJ

800 AM -
830 AM

00 AM

930 AM L\}
10:00 AM

10:30 AM

11:00 AM b

Attaching Files to a Task

If your task involves files on your computer or network drive, you may
wish to attach copies of them to the task for easy access. To attach a file
to a task:

e From the Insert ribbon, locate the area labeled Include

T
Attach Attach Business

File Item Card ~
Include

e Click on the button labeled Attach File

!

Attach
File

information technology services
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e The Insert File window will appear
e Navigate to the file you wish to attach to your task
e Click on the button labeled Insert

& Insert File (oo
&5 )| ) « Outlook 2007 » Catendar&iTasks » <[4 |[seoren 2|
Wy Organize ~ g8 Views ~ [ Mew Folder
Favorite Links Name; Date modif... Type Size
Templates Snaglts

8 Outlook 2002 Calendar & Tasks rev 10-2...
(] Outlook 2007 Calendar & Tasks - LG - ... |

[El Documents

il Recent Places

& Computer
Bl Desktop
E Pictures
I{' Music

[% Recently Changed
E Searches
Public

Folders ~

File name: Outlook 2007 Calendar & Tasks - LG -ver 78 = | All Files A

e The file you inserted will appear as an icon in the main text box of
your Task window

=

Outlook 2007
“alendar & Tasks ..

Saving your Task

When you have finished creating your task, you will need to save it so that
it appears in your to-do list. To save your task:

e From the Task ribbon, locate the area labeled Actions

H X

Save & | Delete
Close

Actions

e Click on the button labeled Save & Close

i

Save &
Close

e ” Tuits
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e Your task will appear in the View Pane of the Outlook window

< Tasks Search Tasks P ‘|
| Subject Due Date

Click here to add a new Task
2‘1 [ Prepare for Meeting Mone

Creating a Recurring Task

If you have a task that occurs on a regular basis, Outlook allows you to
create a recurring task so that you do not have to retype the same
information. To create a recurring task:

e Double-click on the task in your list that you wish to make recurring

iw] Prepare for Meeting I

e From the Appointment ribbon, locate the area labeled Options

r"\ A 'j:‘ Categorize ~
- e ¥ Follow Up ~
Recurrence p -
Occurrence (2 Private
Options

e Click on the button labeled Recurrence

S

Recurrence

e The Task Recurrence window will appear

Task Recurrence R
Recurrence pattern
) Daily @ Recur every |1 week(s) on
@ weekly [C]sunday [CIMonday  [T] Tuesday Wednesday
© Monthiy [ClThursday [T Friday [[] saturday
) Yearly (D) Regenerate new task | 1 week(s) after each task is completed

Range of recurrence

Start: |Wed 7/9/2008 [x] @ Moenddate
(7) End after: |10 OCCUITences
() End by: wed 9/10/2008 |Z|

18
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Setting the Recurrence Pattern
e Locate the section labeled Recurrence Pattern
e Select one of the following recurrences for your task

If your task occurs... Click on the option button labeled...
Every day or every weekday @ Daily
On one or more days each week @ Weekly

On one or more days each month @ Monthly

On one or more days each year @) Yearly

e Select the recurrence pattern that describes when your appointment
will occur (for example Weekly on Monday, Wednesday, and Friday)

Recurrence pattern
Daily @ Recur every |1 week(s) on

@ Weekly Sunday | Monday Tuesday | Wednesday
Monthly Thursday | Friday Saturday
Yearly Reaenerate new task |1 week{s) after each task is completed

Setting the Start Date

To set the start date for your recurring task:

e From the Task Recurrence window, locate the area labeled Range of
recurrence

e Click on the down-facing arrow next to the box labeled Start

e From the calendar that appears, select the start date you wish to use for
this task

Eﬁrt: VWed 8/13/2008 EJ

August 2008

SuMo TuWe Th Fr Sa

1 2
3 4 5 86 7 8 9
10 11 12 13 14 1%.16
17 18 19 20 21 2223
24 25 26 27 28 29 30
31

| Today |
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Setting the End Date

Once you have set the recurrence pattern and have changed the start date

(if necessary) you will need to select an end date for your task. To set an

end date for your task:

e From the Appointment Recurrence window, locate the area labeled
Range of recurrence

e Click on the option button labeled No end date, if you want your task
to recur indefinitely

@ Mo end date

e Click on the option button labeled End after if you want your
appointment to recur a certain number of times
e Type the number of times you want your appointment to recur

@ End after: |10 OCCUrrences

e Click on the option button labeled End by, if you want your
appointment to recur until a certain date

@) End by:

e Click on the down-facing arrow next to the default end date
e From the calendar that appears, select the date you wish your
recurrence to end

@ Endby:  |Wed 9/3/2008 EJ
September 2008
SuMo TuWe Th Fr Sa

1 2 4 5 @&
7 8 910711 12 13
14 15 16 17 18 19 20
21 22 33 24 25 % 27
28 29 30

Today
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Click on the button labeled OK to apply the recurrence to your

appointment

Task Recurrence

B ||

Recurrence pattern

Range of recurrence

(7) End by:

) Daily @ Recur every |1 week(s) on

@ Weekly [ sunday Monday  [C]Tuesday
© Monthiy [ Thursday Friday [ saturday
) Yearly (©) Regenerate new task | 1

week(s) after each task is completed

Start: | Wed 7/3/2008 [z] @ Noenddate

(7) End after: |10 OCCUTences

wed 7/30/2008 [=]

Remove Recurrence

Wednesday

From the Tasks ribbon, locate the area labeled Actions
Click on the button labeled Save & Close

=
Save &
Close

Your task will appear in the to-do list of the View Pane

Viewing and Editing a Task
After you have created a new task, you may wish to access it again to view
details that do not appear in the View pane, or to change information

related to your task. To access a task:

Double-click on the task from the to-do list

b

-] Prepare for Meeting |

21
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e The Task window will appear

-
IDH\ H9 29 Prepare for Meeting - Task ‘Ml
riciay =
- Task Insert Format Text Add-Ins L2
u i x 2 Task *i ;| P ﬁ’ & ~ A B categorize - %
L Details = - & ~ =~ ¥ FollowUp -
Save & | Delete Assign Send Status  Mark . || Recurrence Skip ) Spelling
Close Task Repart Complete |t Occurrence (& Private -
Actions Show Manage Task Options Proofing
Subject: Prepare for Meeting
Start date: | None [=] status: [Nt started =
Due date: None lz‘ Priority: | Low [=] s complete: 0% |
[CReminder. [Tue7@/2008 | -] 3:00 AM Owner: | Daley, Andrea
Outlook 2007
Zalendar & Tasks ..

e Make any changes you would like
e From the Tasks ribbon, locate the area labeled Actions
e Click on the button labeled Save & Close

W

Save &
Close

Sorting Tasks

Outlook allows you to sort your tasks according to a variety of criteria
including the due date.

e Click on Due Date in the blue bar at the top of your tasks list

|Due Date L\\) |

e Your tasks will display by the date

22
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