Scheduling With Outlook

Creating a Custom Calendar

Creating a separate custom calendar will allow you to control the items you share with other

people. Multiple calendars can be created and viewed simultaneously in Outlook 2007. Using

the Import/Export features will allow calendar distribution outside of an Exchange mail server
(between work and home Outlook calendars for example).

Create the Calendar
From the File menu, select New, Folder.

The Create New Folder dialog box will appear:

Create New Folder [

Marne:

‘Sample Calendar

Folder contains:

Calendar Tkems

Select where to place the folder:

= €4F Mailbox - Richardson, Catharine ~
7 Building1o_IT
= % Calendar
Eﬁ Catharine's Schedule
8- Contacts
® 5] Deleted Items (341)
L7 Drafts [1]
E—ﬁ GroupCalendar
# L] Inbox (47)
i Infected
44 Journal

€

I OK ] [ Cancel ]

Enter a name for the calendar.
In the Folder contains drop-down list, select Calendar Items.

Choose where the folder will be stored. Click the button.

Note:
Nested folders may be exported together.
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Schedule Items in the Calendar
Add your calendar entries to the calendar.

=

(O = . » ¥ AsSample Appointment - Appointment Unique category

Appointment Insert Format Text Developer Add-I (7] names will be

| i a% &l 3| Appointment O %
%l_:' x | ?Scheduling

Save &  Invite -

Close Atftendees Eg 7

Actions

preserved when

imported into

Options|| Spelling L

—

another Outlook

Pragfing || OneNote | Installation.
However, the

W ] aropE i il - Colour Codlng Wl”

Subject: A Sample Appointment |

Show

not be maintained.

Location: || v |
Start time: | Thu 04/06/2009 v| [8:00 am v | CJan day event
End time: | Thu 04/06/2009 v| (830 aMm v|
x|
F

Confirm that
appointments are
being entered in
the correct
calendar.

InFolder: 53| Sample Calendar
s 202020 0 0 0 0 0 2 - 0

Viewing the Scheduled Appointments

Note:
The maximum number of weeks that can be displayed in the monthly calendar
view is 6.
The maximum number of days that can be displayed in the daily calendar view
is 14.
Selecting more than one week may switch the view to daily or monthly
depending on how the date range is selected in the date navigator.

Using categories to aid viewing and scheduling appointments has a couple of drawbacks:

1. The category labels are exported - but colours are not. You may want to keep your
category information private.

2. Only one colour label can be displayed per item. Typically, the last category applied to
the item.

3. The factors used while scheduling appointments may not be suitable for creating more
permanent category definitions (for example; AM/PM time or Room Locations).
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Using Views as a method of colour coding appointments allows categories or other
appointment details to display the desired colour. Additionally, if you display the Current View
button (on the Advanced Toolbar) you can have easily switch from view to view.

Note:

Categories (even categories without colours) will override a view.

Advantages of views:

Views are not exported.

While only one colour can be displayed per item, multiple views can be created and

viewed.
3. A wide range of scheduling factors can be used.

A sample appointment:

| E!a 'ﬂ ) o] @& JF 5
.'_lLul

Excel Formulas - Appointment - =

Appointment Insert Format Text Developer Add-Ins @
I ;i_.- % al ﬁAPPDintment] ‘ O ‘ y |E?f
F= X || B scheduling || ¢ =
Save &  Invite . Options|| Spelling || Meeting
Close Attendees "—_ni' hd - Motes
Actions Show Proofing || OneNote
Subject: | Excel Formulas |
Location: ‘Dn-line Demonstration v ‘
Start time: | Mon 08/06/2009 v| |9:00 AM v | [J Al day event
End time: | Mon 05/06/2009 v | |11:00 AM v

Facilftator: Catharine
AM Class

In Folder: ﬁ Sample Calendar
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Creating a View
Open the Custom View Organizer.

Select the View, Current View, Define Views ... menu. The Custom View Organizer dialogue

box will display.

Custom ¥Yiew Organizer

Views for Folder "Sample Calendar":
Wiew Mame Can Be Used On Wiew Tvpe ] Mew, ..
<Current view settings > All Calendar Folders | Dayieek/Month
Day/weekMonth All Calendar folders | Dayweek/iMonth | Copy...
Day\WeekiMonth Yiew With Aut... | &ll Calendar Folders | DaviWeskiMonth
all Appoinkrnents All Calendar Folders | Table L
Active Appointmants 4l Calendar Folders | Table
Events all Calendar fFolders | Table W
annual Events All Calendar folders | Table | Delete
Recurring Appointments All Calendar folders | Table
By Category All Calendar folders | Table bl
Description
Fields: Start, End
Filket: Off
[ ]only show views created For this Folder

Click the button to copy your current view. The Copy View dialogue box will

appear:
Copy Yiew z|®)

(

MName of new view:
|!D.MIPM Classes |

Can be used on

) This Folder, visible to evervone
() Thiis Folder, visible only ko me
(+) all Calendar Folders

I K ] [ Cancel

Enter a name for this view and click the button.
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The Customize View dialogue box will appear:

Customize ¥Yiew: AM/PM Classes

Description
I Fields... ] Start, End
Group By
Sork
[ Filter... | off
[ Other Settings... ] Fonts and other Day[week/Month View settings

[ Automatic Formatting. .. ] User defined colors for appointments

Format Calumns. ..

Reset Current View [ QK ] [ Cancel ]

Click the | automatic Farmatting... ] button. The Automatic Formatting dialogue box appears:

Automatic Formatting ¢

Rules fFor this view:

[v] &M Classes l add _]
l Delete j

Move Lp
Move Down
Propetties of selected rule
Mame: |AM Classes |
Color: ‘ [ ] ~

QK ][ Cancel ]

Name the rule and select a colour from the Color drop-down. Click the button.
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The Filter dialogue box appears:

Filter, E:

Appointments and Mestings | More Choices | Advanced |

Search for the word{s): ‘m b ‘

In: ‘ subject and notes fields v ‘

[ Organized By... ] |
) | |

Tirne: ‘ none v ‘ | anvtime ‘

[ attendees...

L OK ][ Cancel ][ Clear All ]
B

Enter the desired filter criteria. In this scenario, the filter will be used for the phrase “AM Class”
which appears in the notes field.

Click the button to close each dialogue box in turn and click on the

button to leave the Custom View Organizer dialogue.

The results look like this.

Sun | Mon | Tue Wed | Thu | Fri sat

May 31 Jun1 2 3 -4 5 6
1 ————m Colour code key.
i
5 AM Classes - Blue

PM Classes -

7 8 9 10 11 12 12
2 Troubleshuoti Adobe Acroba Ora nge
g

14 15 16 17 18 19 20
]
3
3
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Use the Current View button to quickly switch views.

-
| @ Sample Calendar - Microsull Culluok

-nxl

! File Edit View Go Tools Acdtions Help Adobe PDF Ilype a question for help -
New ~ 1 To rch address books Current View
Daywesk{Month ~
» Nay l Week Drayfieek/Month View With AukcPreviews L%
| | Al fpponin [E]
:(':, :‘:): May - Juné 200 ﬁim |Search Sample Calendar
Annual Events
[ Click here to enable Instant Seajch Reclting Appaintments ]
o By Category -
c sun | Myp Qutlock Dt Files h | Fri |
o May 31 Junl N\ | 2Monthview ./ 5 6
5 \bam dobe Aconst.
o ||| = ;
= i
w (I 5
s ||| 7
L]
= 7 8 9 10 11 12 13
g R E— Instructor Colour
3 Mo Poms by WapEomaky | MopdSomnshy
g i code key.
| 14 15 16 17 18 19 20 . .
= ELN Functional Catharine - Pink
1 — Nancy - Purple
=
—
12Htems | All folders are up to date. | 3 € to
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Importing and Exporting a Calendar

Exporting a Calendar
Exporting the calendar will allow you to share the calendar with your home computer or with
committee members who are not on the same Exchange server.

Note:
Many Exchange servers will prevent the recipients from receiving files with the
.pst file extension.

Select the File, Import and Export ... menu.

The Import and Export Wizard dialogue will appear:

Import and Export Wizard

Choose an action ko perfarm:

Export RSS Feeds ko an OPML file

Import a WCARD file §,vef)

Import an iCalendar £.ics) or vCalendar file {,wes)
Impaort from another program or File

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RSS Feeds From an OPML file

Import RSS Feeds From the Common Feed List

Description

Export Outlook information ko a file For use in other
programs.

= Back I Mext = I [ Cancel ]

Select Export to a file and click the button.
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The next step, Export to a File will appear:

Export to a File

Create a file of type:

Camma Separated Yalues (DOS)
Comma Separated Yalues (Windows)
Microsoft Access 97-2003

Microsoft Excel 97-2003

Personal Folder File {.pst)
Tab Separated Yalues (DOS)
Tab Separated Yalues (Windows)

[ < Back ]II Mext = I[ Cancel ]

Select Personal Folder File (.pst) and click the button.

Note:
Alternate file formats, such as Excel or Comma Separated may also be chosen.
This may be a useful option if the calendar will be emailed (see previous note
on page 8).

The next step, Export Personal Folders will appear:

Export Personal Folders

Select the folder o export From:

= £4% Maibox - Richardson, Catharine
% Building10_IT
=] Calendar

% Catharine's schedule
% Sample Calendar
|85 Contacts =
3 Deleted Ttems

I.:,@ Drafts [1]

g% GroupCalendar

& L[] Inbox {46}
1 Infected

W
| [ ]Include subfolders E Filter... |

[ < Back ” MNext = I‘[ Canel ]

[
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Select the desired folder and click the button.

The next step will appear:

Expork Personal Folders

Save exported file as:

‘D:ldemn.pst | lErnwse... ]
Options

() Replace duplicates with items exported
) Allow duplicate items ko be created
() Do not export duplicate items

[ < Back ][ Finish ][ Cancel ]

Enter or browse to the location where the file will be saved to.

Click the button.

Catharine Richardson
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Importing a Calendar

Select the File, Import and Export ... menu.

The Import and Export Wizard dialogue will appear:

Impork and Export Wizard

Choose an action ko perform:

Export R35 Feeds to an OPML file
Export to & file

Import a VCARD File (wcf)

Import an iCalendar (.ics) or vCalendar Filz .vcsi

Impatt from anothet program or file

Import Internet Mail Account Settings

Import Inkernet Mail and Addresses

Impart R55 Feeds from an OPML file

Import R55 Feeds From the Common Feed List:

Description

Import data from other programs or files, including
ACT!, Lotus Organizer, Personal Folders (PST),
database files, text files, and others.

Select Import from another program or file and click the button.

< Back [ Maxt = I [ Cancel

The next step, Import a File will appear:

Impork a File

Select file bype ko import, from:

Lotus Organizer 5.x

Microsoft Access 97-2003

Microsoft Excel 97-2003

Outlook Express 4.x, S.x, 6. or Windows Mail
Personal Address Book.

Personal Folder File (.pst)
Tab Separated Yalues {DO3)
Tab Separated Yalues {Windows)

|

=

[ < Back H Mext = | [ Cancel
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Select Personal Folder File (.pst) and click the button.

The next step, Import Personal Folders will appear:

Impork Personal Folders

oupst | [Browse... |

Options

(%) Replace duplicates with items imported
() allow duplicates to be created

() Do not import duplicates

[ < Back ]l Next = I[ Cancel ]
T

Enter or browse to the location containing the pst file you wish to import.

If you are re-importing into an existing file you will need to decide on how duplicate entries will
be handled. Typically, duplicates are replaced.

Click the button.
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The next step, Import Personal Folders will appear:

Impork Personal Folders

Select the Folder to import From:

= g Dermonstration
= 55 Calendar
Sample Calendar

& Deleted Ttems

Include subfolders | Filer. .. I

() Import items into the current Folder

(3) Impart items into the same Folder in:

|Mailbnx - Richardsan, Catharine w |

[ < Back ”| Finish ][ Cancel ]
e —

A pst file contains a number of folders, including a trash folder. Select only the calendar you
wish to import.

Check Include subfolders if desired.

Choose whether to:

Import the items into the current folder (items will accumulate in the calendar currently in
view).

-or-

Import the items into the same folder (items will be created in a folder with the same name).

Click the button.
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