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Outlook Scheduling

Two ways we can enter the Outlook
schedule, either by the To Do Bar or the
Calendar. We can modify the calendar to
show events, appointments and priority
work. After we a complete our plan, we
can email the calendar to our team so
they can arrange their schedule with ours.

v
|,,L




We can find
the To Do Bar
by selecting
View on the
Menu bar and
then To Do
Bar and finally
Normal.

Turn On the To Do Bar
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The To Do Bar Pane

-
i~ Inbox - Microsoft Outlook . . . P - E@g
We canseetheTo ||~ — e — ,
¢ File Edit View Go Tools Actions Help Type a question for help -
DO Ba r pa ne i 3dNew - Lgh 3 x i Reply aﬂeplytoﬁ.ﬂ iz Forward -+ ~ﬁ Send/Receive - l&' [§} Search address books - | @ B
a ppea ron the Mail « ||Z Inbox Need a copy * To-Do Bar » X
. . Fawvorite Folders -3 |SEBI’Ch Inbox 2 | 52 uf ynur A8 4 September 2010 »
rlght Sld e Of the l__:q E:;:d Mail Arranged By: Date Newest on top | crobh59@aol.com SuMo Tu W: Tr21 5:
H [ sent ttems - sent Tue§/31/2010 12:1 5 6 7 8 91011
M ICFOSOft O Ut|00 k " — A S Tuesday || Te: jsmith@worlddass 12 13 14 15 16 17 18
. “ |14 crobbsa@acl.com Tue 12:16 PM cad.com 19 20 21 22 23 24 25
W| n d OW_ We I 8]“” Mail Items - Meed a copy of your resume -~ 26 27 28 29 30
d bl I' k = 24t Personal Folders 5 mond August 31 ]
ouble click on &) Deleted Items onday _
r@ Drafts =1 Microsaft Office Outlook Mon 12:04 PM éOh” 5?"'”1
| Inbox Microsoft Office Outlook Test Message omputer
the day and we 5 fum £ Specilis
. (3 outbox World Class ¥ ) S
WIII enter the L] () RSS Feeds CAD. LLC o upcoming appointments
@ Sent Items
Outlook Calendar @ L@ search Folders John,
Please send 1
Toeu?rzgﬁrnsf 1 Arranged By: Due Date |
,,,,, for my files. Type a new task |
| Mail There are nao items to
- Thank you, show in this view.
ﬁ Calendar Charles
8=| contacts
o] Tasks
&J | IE‘ . -

2 Items




Magnifying the Outlook Calendar

In the Outlook
Calendar, each
hour of the day
is shown from
12 midnight
until 11 pm in
the evening.
We can type
our events and
appointments
for the entire
day in the
calendar.
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Initially, we
see the
calendar by
day, but we
can choose
the Week tab
and see our
seven day
schedule.

View by Week
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We can opt
for the Month
tab and we
can view our
appointments
for the whole
month.

View by the Month
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rioritizing by Colorizing
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Color Categories

We can view the color categories

by picking the seventh item in the
list. The Color Categories window
will appear.
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Renaming the Categories
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Customizing Color Categories

We can continue to
customize all of the
color categories.
When we need a
new group, we opt
for the New button
and type the name,
pick a color and if
we wish, we can
assign a shortcut
key.
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Complete Color Categories List

After we adapt all
the color categories
to our likings, we
can add them to
our calendar.
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cakegory, To edit a cakegory, select the category name and use the commands to the right,

rlarne Shartcut ke

1) Personal
(1) Planning kime

(L) Important: CTRL+FZ

1) Meed to accomplish sometime boday

] Research
11| send message
(110 Documenkation
C 1@ ok in LAN
1 server work

Mew. ..

Eename

Delete

iZolor:

O

W

Shartcuk Key:

iCTRL+F

b

Ik

| | Cancel




Colorizing the Events of the Day

We now can
schedule our
next day’s work
with the new
color categories.
For the server
work, we gave
the assignment
both an
important and
server tasking, so
the main bar is
red and thereis a
grey box shown
on the right hand
side.
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Schedule for the Week

To experience this feature of Outlook, we
need to make a schedule for the entire
week showing what needs to be
accomplished. When we are finished we
can share our calendar with our
supervisor and our team of technicians.




Sending your Calendar
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Sending the Calendar

We place the individual
or group email
addresses in the To
textbox and press the
Send button to forward
our calendar to our
team.

As computer experts,
we can expect to use
these skills ourselves
and to train new
workers in our offices.

."Eg\*. = 9 5 Charles Robbins Calendar - Message (HTML) x
—/J Message Insert Options Farmat Text Adobe PDF '&‘J
Tl N = = &=k~ Ed -
J, A «|=-E==) %) @ 15 N |8 AR
. = =il Rl | _
Paste o ||[eBiud T | |25 A -||= = =||E= £=||| Address Check Fallow Spelling
Book MNames P2 Up~ -
Clipboard ™ Basic Text MNames Include ™ Options ™ || Proofing
[ Ta,.. l | jsmith @warldclasscad.com |
= .=.
EE
Send [ = I !_ |
Subject: ;Charles Robbins Calendar i
E 1
Attached: | F] Charles Robbins Calendarics (2 KB) |
i
Fs

Charles Robbins Calendar
crobbins@worldclasscad.com

On Tuesday, September 07, 2010

Time zone: (GMT-05:00) Eastern Time (US & Canada)
{Adjusted for Daylight Saving Time)

September 2010
5 M TWTF 5§
Z
BWeusy B Tentative [ out of Office Free Outside of Working Hours




	The To Do Bar and Calendar
	Outlook Scheduling
	Turn On the To Do Bar
	The To Do Bar Pane
	Magnifying the Outlook Calendar
	View by Week
	View by the Month
	Prioritizing by Colorizing 
	Color Categories
	Renaming the Categories
	Customizing Color Categories
	Complete Color Categories List
	Colorizing the Events of the Day
	Schedule for the Week
	Sending your Calendar
	Sending the Calendar

