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Please consult your IT Resource before taking any actions you are not sure of.
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D How to Schedule a Appointment in Outlook Calendar (Outlook 2016)
There are several things to consider when creating an Appointment in your Outlook
calendar. All day event vs. individual time slot, free vs. busy, setting reminders and
recurrence information. You can even insert your e-mail signature in the “Insert” tab.

In Calendar View:

1. Left click “New Appointment”.

2. Use drop down arrow to select date.
3. Use drop down arrow to select time.

This is the menu at the top of your calendar view. Left click “New” button.
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This is the new Appointment. You will need to fill in date and time.
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Schedule a Appointment in Outlook Calendar (continued...)

4. Use drop down arrow for “Show As”.
5. Left click desired option (“Busy” is the default option, you only have to use drop
down to select a different option).

Examples of “Show As” options:

Free: Create an appointment to make sales calls, to use as a reminder to yourself. If this time is flexible
you would mark it as “Free”. Others in your organization would know your available during this time peri-
od.

Tentative: Create an appointment to make follow up calls with customers. If the customer needs to
address an issue you would be unavailable, but if the customer is content, and the call is short, you would
be available.

Busy: Create an appointment to take an order for a customer. This is an important appointment and you
do not want to be disturbed.

Out of Office: Create an appointment to go out and visit customers. You are not available because you
will be “Out of Office”.

This is the “Show As” button. This is a very important option to utilize if other individuals in your organization view
your calendar. You need to make sure you mark the applicable option.
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If you create additional calendars (such as one for personal appointments), your “Show As” status is not
as important. You would not click “Share my Calendar” option on your personal calendar. Only you
would be able to view the appointments on your personal calendar.
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Schedule a Appointment in Outlook Calendar (continued...)

Fill in “Subject” line.

Fill in “Location” line.

Use drop down arrow to set reminder (this is only necessary if you want a different
time than the default time of 15 minutes).

Fill in body of appointment (optional).

© ®ONO

Skip to last page to see instructions for setting up recurring appointment before saving.

This is the new Appointment. You will need to fill in date and time.
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Schedule a Appointment in Outlook Calendar (continued...)

Skip to next page to see instructions for setting up recurring appointment before saving.

10.Left click “Insert” tab.

11.Left click “Signature” button.

12.Left click desired signature (if you have more than one).
13.Left click “Appointment” tab.

14.Left click “Save and Close”.

This image shows how to insert your signature into an appointment or meeting request.
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D Recurrence
If your appointment takes place regularly you can use the “Recurrence” button to schedule
several appointments at one time. An example of this would be setting up a time at the end of
your day to review the day’s schedule and setting a schedule for tomorrow.

16 minutes of planning can save an hour of work!

Left click “Recurrence” button to schedule several future meetings.

Untitled - Appointment

Show As: |l Busy O @ ==I Private

- ) I' High Importance
Recurrence [Time @ Categorize

Reminder: 30 minutes e - & Low Importance

Options Ta Tags

Appointment Recurrence =

7 Appointment time

Start: 12:30 PM
End: 1 1:00 PM
Duration: |3:Dminutes

Recurrence pattern

() Daily Recur every week(s) on:

(®) Weekly [] sunday [] Monday [ Tuesday [ ]wednesday
() Manthly [ ] Thursday [ Friday [ ] saturday
() Yearly

Range of recurrence

start: | Mon 2/22/2016 (® No end date
(::l End after: OCCUTTRNCes

OEndby: | Mon 4/25/2016

I 0K || Cancel | Eemove Recurrence

©2016 Turner Time Management, LLC. All rights reserved. All trademarks reference are property of their respective holders and are used for identification purposes only.
This publication created by kim@alohaconsulting.biz



