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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.




Turn On the To Do Bar
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The To Do Bar Pane

We can see the To Do
Bar pane appear on
the right side of the
Microsoft Outlook
window. We double
click on the day and we
will enter the Outlook
Calendar.

e Home

EE

\5) Change View ~
g View Settings
‘f} Reset View

Current View

Send / Receive

Conversations

Inbox - crobbins@worldclasscad.com - Microsoft Outlook

=

Peaople
Pane ~

People Pane

Folder View

Q Mavigation Pane

E Reading Pane ~

ETO-DO Bar =
Layout

l =] 1] Reverse Sort
— %= Add Columns
Arrange

By+ %= Expand/Collapse ~

Arrangement

" Reminders Window
E35 Open in New Window
& Close All items

Window

+ Favorites

£
Search Inbox [Ctri+E) R

4 crobbins@worldclasscad.com
4[ 7 Inbox
Ca cap
[ CareerCollege
[ Edutopia
[3A Ezine
A Instructors
[ LinkedIn
3 Student
[ Wondershare
L;7| Drafts
=) Sent Items
@ Deleted ltems

L@ Junk E-mail
= outbox

LES) RSS Feeds

L& Search Folders

» bradfordschoolcolumbus.edu
[—] Mail

ﬁ Calendar

8=| contacts

@Tasks
wl O3 (2]

Items: O |

Arrange By: From A ontop

There are no items to show in this view.

4 September 2013 »
5uMo TuWe Th Fr 5a

12 3 4[5 6 7

g 91011 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

Mo upcoming appointments.

Arrange By: Flag: Due Date .
Type a new task

There are no items to show in this
view.




Magnifying the Outlook 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.
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View by the Month

We can opt for the
Month icon and we
can view our
appointments  for
the whole month.
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Prioritizing by Colorizing
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Color Categories

We can view the color categories
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Renaming the Categories

We can rename the categories to
represent priorities that match our
schedule. We pick the red color, then
we choose the Rename button and
type the word “Important”.

To assign Color Categories to the currently selected items, use the checkboxes next to each
category. To edit a category, select the category name and use the commands to the right.
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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

To assign Color Categories to the currently selected items, use the chedkboxes next to each

|ikings, we can add category. To edit a category, select the category name and use the commands to the right.
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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
there is 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.
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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.
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