Outlook Calendars

Open Personal Calendar:

Click on calendar on your tool bar. You can choose: Day, week, or month view
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Subject: |TestAppointment — 3 |
Location: |office | .
Starttime: | Wed10/23/2013 MEEETT +| [ AN day event

Endtime: | Wed 10/23/2013 - | |9:00 AM -

. Set an appointment: Click on the time you want the appointment (or anywhere on the

actual day box if you choose month view) click new and enter all information (subject,

location, time or all day event)

2. Reminder: You can set a reminder and when to remind you (scroll down to see time)

3 Recurrence: If this daily, weekly or monthly occurrence you can set it there.

Appointment Recurrence

Py

Appointment time
Start: 8130 AM
End: S:00 AM
Duration: | 30 minutes

Recurrence pattern

Range of recurrence

Start: | Wed 10/23/2013

EE]E]

() Daily Recur every |1 week(s) on:
@ Weekly [T sunday [ Monday
(©) Monthly [ Thursday [ Friday
) Yearly

IZ‘ @) No end date
() End after:

() End by:

[ ox

][ Cancel ]

] Tuesday
] saturday

10 OCCUMTENCES
Wed 12/25/2013

Remove Recurrence

Wednesday

[=]

4. Invite Attendees: You can invite other peop|e to you meetings. Just click here and enter

their name in the “To” line. This will generate an email to you and your recipients as well as

putting it on their calendars.

Mcke sure you Save and Close when you are finished




