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F or most of us, a calendar is a basic tool for organizing our lives, both at work and
at home. With the calendar in Microsoft® Office Outlook® 2007, you can schedule
regular appointments, all-day and multiday events, and meetings. You can view your
schedule almost any way you want. In addition, you can share your calendar with
others, which is a big help when scheduling organizational activities.

This chapter first describes the calendar and explains how to work with the basic
Calendar folder view. Then you'll learn how to schedule and work with appointments
and events. You'll also find information about the more advanced view options for the
calendar and about how to share your calendar and free/busy information and view
different time zones.

Both this chapter and the next focus on the features available in the Office Outlook
2007 Calendar folder. This chapter covers appointments and events; the following
chapter discusses meetings and resources.

Calendar Basics

The Outlook 2007 Calendar folder provides a central location for storing vast amounts
of information about your schedule. Figure 20-1 shows a basic one-day view of a calen-
dar. You see this view when you first click the Calendar icon in the Navigation Pane to
open the folder. This example calendar contains no appointments yet, and no tasks are
listed in the Daily Task List.
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Figure 20-1. The default one-day view of the Outlook 2007 calendar.

Understanding Calendar Items

The Outlook 2007 calendar can contain three types of items: appointments, events, and
meetings.

® An appointment, which is the default calendar item, involves only your schedule
and time and does not require other attendees or resources. The calendar shows
appointments in the time slots corresponding to their start and end times.

® When an appointment lasts longer than 24 hours, it becomes an event. An event is
marked on the calendar not in a time slot, but in a banner at the top of the day on
which it occurs.

e An appointment becomes a meeting when you invite other people, which requires
coordinating their schedules, or when you must schedule resources. Meetings
can be in-person meetings established through Outlook 2007 meeting requests.
(Meetings can also be set up online using Microsoft Office Live Meeting, which
is a separate application.) In this chapter and in Chapter 21, we’ll look at meeting
requests in Outlook 2007.

For in-depth information about meetings initiated in Outlook 2007, see Chapter 21,
“Scheduling Meetings and Resources.” For information about online meetings, see “Using
Microsoft Office Live Meeting” in Chapter 39.
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You can create an appointment in any of these ways:
® Choose File, New, Appointment.
e  When the Calendar folder is open, click the New button on the Standard toolbar.

o  When any other Outlook 2007 folder is open, click the arrow next to New on the
toolbar, and then choose Appointment.

e (lick a time slot on the calendar, and simply type the subject of the appointment
in the time slot.

For detailed information about creating appointments and using the appointment form, see
"Working with One-Time Appointments” later in this chapter.

Using the Time Bar

When you choose a calendar display of 14 or fewer days, the Time Bar appears,
displaying 30-minute time increments by default. Figure 20-2 shows the Time Bar set to
30-minute increments, with a 30-minute appointment on the calendar.
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Figure 20-2. By default, the Time Bar is set to display 30-minute increments.

You can set the Time Bar to display different time increments. To do so, begin by right-
clicking the Time Bar to display the shortcut menu shown in Figure 20-3.
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Figure 20-3. Use the Time Bar shortcut menu to change the time increment.

If you want to change the time scale to 10 minutes, select 10 Minutes; subsequently,
the 30-minute appointment takes up three time intervals instead of one, as shown in

Figure 20-4.
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Figure 20-4. The Time Bar has been changed to display 10-minute increments.
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To choose a 60-minute interval, right-click the Time Bar, and then select 60 Minutes;
Figure 20-5 shows the result. Note that when an appointment takes up less than a full
Time Bar increment, as in this example, the scheduled time of the appointment is dis-
played as a ScreenTip when you hover the mouse pointer over the appointment subject
on the calendar.
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Figure 20-5. The Time Bar is set to 60-minute intervals and the time is displayed when you hover
the mouse pointer over the appointment.

Outlook 2007 places appointments side by side on the calendar when they are
scheduled in the same time interval (as shown in Figure 20-5).

Using the Date Navigator

The Date Navigator is shown as a small calendar at the top of the Navigation Pane. It
has several important uses. For example, you can use it to select the day to view on the
calendar—in effect, jumping from one date to another. When you click a day in the Date
Navigator, Outlook 2007 displays that day according to how you have set the view (by
using the Day, Work Week, or Week tabs:

e In Day view, the selected day is displayed.

e In Work Week view (five days by default—configurable by choosing Tools,
Options, Calendar Options), Outlook 2007 displays the week containing the day
that you clicked in the Date Navigator.

o In Full Week view (seven days), the calendar switches to a one-day view for the
date you click.

Chapter 20
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Note

When the To-Do Bar is displayed, the Date Navigator appears at the top of the To-Do
Bar. When you close the To-Do Bar, the Date Navigator moves to the top of the Naviga-
tion Pane.

By clicking the right and left arrows next to the month names in the Date Navigator,
you can scroll forward and backward through the months.

For more information about the Day, Work Week, Week, and Month views, see “Setting the
Number of Days Displayed” on the facing page.

Another use of the Date Navigator is to denote days that contain scheduled items.
Those days appear in bold type; days with no scheduled items appear as regular text.
This allows you to assess your monthly schedule at a glance.

Last, you can use the Date Navigator to view multiple days on the calendar. In the Date
Navigator, simply drag across the range of days you want to view; those days will all
appear on the calendar. For example, Figure 20-6 shows what happens when you drag
across three days in the Date Navigator. You can also view multiple consecutive days by
clicking the first day and then holding down the Shift key and clicking the last day. To
view multiple nonconsecutive days, click the first day that you want to view and then
hold down the Ctrl key and click each day that you want to add to the view.
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Figure 20-6. You can view multiple days by selecting them in the Date Navigator.
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Using the To-Do Bar

The To-Do Bar replaces the old Microsoft Outlook TaskPad and offers an easy way of
working with tasks from the Calendar folder. The To-Do Bar is not turned on by default,
but it can be enabled using the To-Do Bar command on the View menu. The To-Do Bar
displays existing tasks from the Tasks folder and also allows you to add new tasks.
Adding a new task is as simple as clicking in the Task List area of the To-Do Bar and
typing the task subject. Double-click the task item to open the task form if youd like to
add more details. When you create a task in the To-Do Bar, Outlook 2007 automatically
adds it to the Tasks folder.

One of the main advantages of having the To-Do Bar in the Calendar folder is that it
enables you to assess your schedule and fit in tasks where appropriate. When you drag
a task from the Task List to the calendar, an appointment is added. When you double-
click the appointment, the appointment form appears, with the task information filled
in. You need only set the schedule information for the appointment and save it to the
calendar (as explained in “Working with One-Time Appointments” on the next page).

Setting the Number of Days Displayed

You can set the number of days displayed in the calendar in several ways. One way is
to use the Date Navigator, as discussed earlier. The easiest way, however, is to use the
appropriate tab in Calendar view. To select the number of days to view, click the Day,
Week, or Month tab.

When the calendar displays 14 or fewer days, the days are shown side by side with the
Time Bar (as shown earlier in Figure 20-6, for example). Figure 20-7 shows the calendar
with seven days displayed.
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Figure 20-7. The calendar display changes depending on the number of days you are viewing.
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When you click the Month tab in Calendar view, the view is different from the view you
see when you select more than seven days in the Date Navigator. However, the Date
Navigator and the To-Do Bar can optionally appear in Month view, as shown in Fig-

ure 20-8. This behavior is different from earlier versions of Microsoft Outlook, which
do not include the Date Navigator or To-Do Bar in Month view.
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Figure 20-8. Month view can include the Date Navigator and the To-Do Bar.

Selecting a Date

You can select a date in two ways. The first is by using the Date Navigator, as described
earlier. The second way is to click the Today button on the toolbar; this action takes you
to the current day.

Working with One-Time Appointments

The most basic calendar item is the one-time appointment. You can create a one-time
appointment in several ways:

o If the Calendar folder is not open, choose File, New, Appointment or click
the arrow next to New on the toolbar and then choose Appointment. The
appointment defaults to the next full 30 minutes.

e If the Calendar folder is open, select a time in the calendar and then click New
on the toolbar, or alternatively, right-click the calendar and choose New Appoint-
ment. The appointment is scheduled for the time selected in the calendar.
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e Right-click a date in Month view, and then choose New Appointment. The
appointment defaults to your specified start-of-workday time and runs for
30 minutes.

When you take any of these actions, Outlook 2007 opens the appointment form, shown
in Figure 20-9, where you can specify information for the new item.
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Figure 20-9. Use the appointment form to create a new appointment.

Create an appointment quickly

To quickly create an appointment, you can click a blank time slot on the calendar and
type the subject of the appointment. When you use this method, however, Outlook 2007
doesn’t automatically open a new appointment form. To add details to the appointment,
you must double-click the new appointment to open the form. Note that if you click

a blank date in Month view and type a subject, Outlook 2007 creates an all-day event
rather than an appointment.

Specifying the Subject and Location

Type the subject of an appointment in the Subject box at the top of the appointment
form. Make the subject as descriptive as possible because it will appear on the calendar.

If you want, you can type a location for the appointment in the Location box. To view a
list of all previously typed locations, click the Location drop-down arrow; you can se-
lect a location in this list. Outlook 2007 will display the location you specify next to the
appointment subject in Calendar view (and in parentheses next to the subject in Screen-
Tips when you hover the mouse pointer over the scheduled appointment).
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Specifying Start and End Times

You set the start and end times of the appointment by typing the date and time in the
Start Time and End Time boxes or by clicking the drop-down arrows beside each box.
If you click a drop-down arrow for a date, a calendar appears. Click a drop-down arrow
for time, and a list of potential start and end times in 30-minute increments appears.
The End Time drop-down list shows how long the appointment will be for each given
end time. You can also click in these fields and type a value. For example, you might use
this method when you want to create a 15-minute appointment when Outlook 2007 is
set to use a 30-minute default appointment duration. If you select an appointment time
that conflicts with another appointment, a bar above the Subject line will display the
message “Contflicts with another appointment on your Calendar.”

Setting a Reminder

You can set a reminder for an appointment by clicking the Reminder arrow in the
Options group on the Appointment tab. In the Reminder drop-down list, you can
specify when the reminder should appear; the default is 15 minutes before the
appointment. By default, a reminder both plays a sound and displays a reminder
window, as shown in Figure 20-10. If you don’t want the reminder to play a sound, or if
you want to use a different sound, click the Sound option at the bottom of the Reminder
drop-down list to change the settings.

To change the default behavior of appointment reminders, choose Tools, Options, and
then click Preferences. In the Calendar area of the Preferences tab, you can select (or
clear) the default reminder and set the default reminder time.
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Figure 20-10. You can dismiss a reminder by clicking Dismiss or postpone it by clicking Snooze.
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Classifying an Appointment

Outlook 2007 uses color and patterns to indicate free/busy information for
appointments. In the calendar itself, Outlook 2007 does not show an indicator
next to appointments marked Busy. It uses the following bars at the left edge of the
appointment to indicate status:

e Free (white)
e Tentative (shaded with diagonal lines)

e Out Of Office (shaded dark purple)

When you are scheduling a meeting or viewing a group schedule, Outlook 2007 shows
busy time using a blue bar.

The indicator (a small bar to the left of the appointment) appears on your local calendar
and is also displayed when other users view the free/busy times for that calendar. By
default, the time occupied by an appointment is classified as Busy. To reclassify an ap-
pointment, select the indicator in the Show As drop-down list in the Options group, as
shown in Figure 20-11.
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Figure 20-11. Use this drop-down list to select a classification for your appointment, which
specifies how the appointment is displayed on your calendar.
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Adding a Note

Sometimes an appointment requires more detail. You might need to remind yourself
about documents that you need to bring to the appointment, or perhaps you need to
write down directions to an unfamiliar location. When that’s the case, you can add a
note by typing your text in the large text area of the form, as shown in Figure 20-12.
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Figure 20-12. You can write a note on the appointment form.

Categorizing an Appointment

Assigning a category to an appointment is simply another method of organizing your
information. Outlook 2007 provides a number of default categories associated with
colors, and you can customize the names for each category. The color association
enables you to more easily identify the categories of appointments within your
calendar. You can create additional categories as desired and associate each with a
specific color. Outlook 2007 allows you to categorize your appointments so that you
can then filter or sort them before viewing. In this way, you can get an overview of all
Outlook 2007 items based on a particular category. For example, you could view all
appointments, meetings, messages, contacts, and tasks that have been assigned the
same category—perhaps all the items related to a specific work project or objective.

For more information about working with categories in Outlook 2007, see Chapter 5,
“Creating and Using Categories.”

To assign a category to an appointment, click Categorize in the Options group of the
appointment form. To assign a single category to the appointment, simply select the
category in the drop-down list, as shown in Figure 20-13. To select multiple categories,
modify existing categories, or create new categories, select the All Categories option at
the bottom of the drop-down list.
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Figure 20-13. You can assign color categories to your appointment.

When you select All Categories, the Color Categories dialog box is displayed, as shown
in Figure 20-14, enabling you to manage the categories. In this dialog box, you can se-
lect one or more categories and then click OK to assign them to the appointment. You
can also rename or delete any of the existing categories and change the color associa-
tion, as well as assigning a shortcut key for each category.

Color Categories

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

H

Shorteut key New...
[] () Crange Category
[] (@) Purple Category Calar:

[] (@) Red Categary
[T117]) vellow Category

Shorteut Key:

(Mone) -

Figure 20-14. You can assign multiple categories to your appointment and configure a category
label, color, and shortcut key.

Saving an Appointment

You can save an appointment in several ways. The most basic method is to click the
Save & Close button on the Ribbon. This saves the appointment in the Calendar folder
and closes the appointment form. If you want to save the appointment but keep the
form open, click the Microsoft Office Button, and then click Save.
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A more complex way to save appointments allows them to be transferred to other users
(who might or might not use Outlook 2007) and opened in other applications. To save
your appointments in any of a number of file formats, click the Microsoft Office Button,
and then choose Save As to display the Save As dialog box, shown in Figure 20-15.

File name:

T save s
([« Documents » [ 4] search 2]

Save as type: [iCalendar Formt (tics)

5

@ Save Selected —_——
Appointment More Options...

(@ Save Calendar

Appointment Name:
Conference call with
Project Team in Australia

(=) Browse Folders

Tools = Save Cancel

Figure 20-15. You can save your appointment in any of several formats so that the appointment
can be opened with another application. You can also save the calendar or any date range portion

of it.

The following formats are available:
°

Rich Text Format and Text Only These formats save the appointment in a file that

text editors can read. Figure 20-16 shows an example of an appointment saved in
Rich Text Format and then opened in WordPad.

You can create a new appointment from an Outlook 2007 Template file by choosing File,
New, Choose Form and then selecting User Templates In File System in the Look In list.

(] Conference call with Praject Tearm in Australin. ff - WardPad

D &SB & .-
Cotbi

NS W

* 1M« ‘Weslen

+[Blslu @ [Ex S =
SRR SR R R R SR Ry

Subjert: Conference call with Project Team in Australis

Locatian: Building C, Room 42

Shart: Tear 5/ 1%/ 2006 4:00 PAd

Frnd: Tearr 5/ 1%/ 2006 500 PA

Shone Time A Free

Recurrence: [rane)

Review the previous tedhnical materials, Send the produdt spedfications to Australia beam.
Veerity dosarmentation developrment sehedule,

For Help, press FL

Figure 20-16. An appointment saved in Rich Text Format or Text Only can be displayed in
any application that supports those file types.

Outlook 2007 Template This format allows you to save an appointment and use it
later to create new appointments.



Working with One-Time Events 513

® Outlook Message Format Saving an appointment in this format is almost the
same as saving an appointment to the calendar, except that the appointment is
saved in a file in case you want to archive the file or move it to another installation
of Outlook 2007. You can view the file in Outlook 2007, and the data appears as it
would if you had opened the item from the calendar.

e iCalendar Format and vCalendar Format These formats are used to share sched-
ule items with people who use applications other than Outlook 2007. iCalendar
is a newer version of the standard (maintained by the Internet Mail Consortium)
and should be used if possible.

Changing an Appointment to an Event

To change an appointment to an event, select the All Day Event check box on the ap-
pointment form. When an appointment is converted to an event, the start and end
times are removed and only the start and end dates are left because events by definition
last all day. The event appears in the banner area of the calendar.

Working with One-Time Events

An event is an appointment that lasts for one or more entire days. You can create an
event by right-clicking the calendar and then choosing New All Day Event. Unlike
appointments, events are not shown in time slots on the calendar. Instead, events are
displayed as banners at the top of the calendar day. Figure 20-17 shows the calendar
with a scheduled event—in this case, a trade show.

‘Ble Bt Mew Go Tooh Achons  Busness Cgntect Manager  Help

Mbew = | i % g Todwy |10 h address ook Y
(2} Business Contact Manager Hoene | Display= | B E il At ok [y Lk 0o 8 ' g
Calendar o | Dwp | Week | Momh | Teo-Do Bar L
2] A Catendar e - 4 Seplember 2006
€ 20 September 19, 2006
Wiy Cateriaans sl CD:t - | suma Tuwe ™ F; 5;
I catendar £ Pl 3 a5 61w
st e ot Turatay . 1111213 118 16
fmw tes Share Cadendars Fanl
g2 o n s
L Show in A, ] i oo &
s DR R MB BB BAN
5end & Calendarvis Lmait L]
Publish My Calendsr.. X
A New Group |
) Mail
1| catenaar
(2s) i i | Show tasks an: Due Date
] Tatks —E Hews custamer push
= ———1 B | Toaity Dogs
==L
Livem

Figure 20-17. Outlook 2007 displays events as banners on the calendar.
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PO Al

Create an event quickly

A simple way to add an event is to click the banner area of the calendar and start typing
the subject of the event. When you add an event this way, the event is automatically set
to last for only the selected day. Or, in Month view, click a date and then type the subject
to create a one-time event on that date. To add details and change the duration of the
event, you must use the event form.

Using the Event Form

You can use an Event form in much the same way you use an Appointment form, with a
few exceptions:

® You can set the start and end times only as dates, not times. (If you select times,
the form changes from an event form to an appointment form, and the All Day
Event check box is cleared.)

® The default reminder is set to 18 hours.
® The time is shown by default as Free, as opposed to Busy.

The event form and the appointment form look the same except that the All Day Event
check box is selected on the event form. You can open an event form by right-clicking
the time in Calendar view and then choosing New All Day Event.

To create an event using the event form, type the subject, specify the start and end
dates, add any optional information, and then click Save & Close in the Actions group.
Figure 20-18 shows the event form for a trade show event.

AN EHI B e )5 Lns Veqas Flectronics Trade Show - Fuent _ = x
a3
T o w
I i 5 Zlcsendsr ﬁ -t B0 Free L v Escurence (5 ;‘l
K Dalete - | el @ TimeZones ¥ L=y
Saved  Dite wointment| Scheduling | & |18 nours «|m Spelling Link to
Close Abtencees o Fonward = S Categorize ~ § - Record
Agion: Shetrw Qptians fa || Proofing | | Busingss Cont.
Subject Las Vegas Liectronics Trade Show
Location:  |1n3 Vegas Hilton =4
Stattine: | Wed 372072006 [=] [zeaam < | [9)an asy event
Endtime: | Wed A720/2006 =] [

Meeting with industry representatives for all elient firms,|

| L] e —Y |

Figure 20-18. Use the event form to specify the details of an event to be added to your calendar.
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Changing an Event to an Appointment

To change an event to an appointment, clear the All Day Event check box on the event
form. The boxes for start and end times reappear, and the event will now be displayed
in time slots on the calendar, not in the banner area.

Creating a Recurring Appointment or Event

When you create a recurring appointment or a recurring event, Outlook 2007
automatically displays the recurrences in the calendar. A recurring appointment could
be something as simple as a reminder to feed your fish every day or pay your mortgage
every month. You can create a recurring calendar item by right-clicking the calendar
and then choosing New Recurring Appointment or New Recurring Event. Alternatively,
you can open a normal (nonrecurring) item and then click the Recurrence button in the
Options group. Either method displays the Appointment Recurrence dialog box, shown
in Figure 20-19.

Appointment Recurrence 2=

Appointment time

Stark: P00 AM =]

End: 10500 AM (=]

Duration; | 1 hour E‘

Recurrence pattern

(2) Daily Recur every |1 week(s] an:

@) ey [] sunday [Cmonday [ Tuesday [¥] wednesday

(2 Monithhy [C] Thursday [ Friday [] saturday

() Yearly

Range of recurrence

Shart: | Whed 9/20{2006 [+] ©Hoenddate
() End after; |10 occurrences
ClEndby;  |Wed 11222006 [+]

Figure 20-19. You can specify criteria that direct Outlook 2007 to display an appointment or event
multiple times in the calendar.

In the Appointment Time area, you set the appointment time and duration. If you're
creating the recurrence from an existing nonrecurring appointment, the time of that
appointment is listed by default.

The Recurrence Pattern area changes depending on whether you select the Daily, Week-
ly, Monthly, or Yearly option, as follows:

e Daily Specify the number of days or every weekday.

e Weekly Specify the number of weeks and the day (or days) of the week.

® Monthly Specify the number of months as well as the day of the month (such as
the 27th) or the day and week of the month (such as the fourth Wednesday).

® Yearly Specify the date (such as December 27th) or the day and week of the
month (such as the fourth Wednesday of each December).
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At the bottom of the Appointment Recurrence dialog box is the Range Of Recurrence
area. By default, the start date is the current day, and the recurrence is set to No End
Date. You can choose to have the appointment recur a specified number of times and
then stop, or you can set it to recur until a specified date and then stop—either method
has the same effect. For example, to set a recurring appointment that starts on the first
Monday of a month and continues for four Mondays in that month, you could either set
it to occur four times or set it to occur until the last day of the month.

Modifying an Appointment or Event

There are many reasons you might need to change a scheduled appointment or event—
an event could be rescheduled, an appointment could be moved to a better time, or the
topical focus could be added to or changed. In each case, you will need to modify the
existing appointment or event, updating information or changing the date or time.

Changing an Appointment or Event

Modifying an existing appointment or event is easy. First open the appointment or
event by locating it in the calendar and then either double-clicking or right-clicking it
and choosing Open. Make the necessary changes in the form, and then click Save &
Close on the Ribbon. The updated appointment or event is saved in the Calendar folder.

Deleting an Appointment or Event

You can delete an appointment or event in several ways. To send the item to the Deleted
Items folder, right-click the item and choose Delete, or select the item and press the
Delete key. To permanently delete the item, hold down Shift while choosing Delete or
pressing the Delete key.

CAUTION

You cannot recover an item that has been deleted using the Shift key unless you are
using Microsoft Exchange Server and your administrator has configured the server for a
retention period.

Using Categories and Colors

You can use color as a tool to identify appointments and events. In Outlook 2003,
the assignment of colors and categories was separate from that of other categories,
but in Outlook 2007 these have been combined. The easiest way to assign color to an
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appointment is to use the Categorize drop-down list on the appointment form. You can
also create rules that direct Outlook 2007 to assign color labels automatically via the
Edit, Automatic Formatting menu option in Outlook 2007.

Assigning Color Categories to an Appointment Manually

The Categorize drop-down list on the appointment form shows the different color
labels (associated with categories) that you can assign to an appointment as a visual
cue to indicate the topic of the appointment. Categories can also reflect appointment
importance or requirements. Simply select a color in the drop-down list when you fill in
the appointment form. In Figure 20-20, the appointment shown is a business one, and
it will be displayed on the calendar in the specified color. To set colors independently of
categories, use the automatic formatting rules described in the next section.

AN LT L Meeting with XBOK PMs - Appointrnent - = x
Aupointment | Insert  Format Test w
S calendar a - g ¥ Recurrence (5 L
| v o = W Rusy - =]
X Delete F ‘j | el @ TimeZones ¥ L=
Swved  lmile pointment|Scheduling | 4 15 mntes - ot | Seelling Link to
Close Attendees Fo Forward = Za Categorize 7| § - Record
Agion: Shaw Cptief Clear All Categaries [ LBUSIngSS Cont
e (@ Business e
10 orange categary
Subject: | Merting wAth KECH P

I Green coteqony
| Purule Category
a

Red Category

lamtion:  Las Vege: Hilton Meeting Room 51

Stat time: | Thu 47212006 [x] (200 am L] (710 iy event
End bime: | Tha 972072006 =] [swam 5] ) venow categary

|85 &0 Categories...
Discss product divelopment schedules|

|4 m » €5

Figure 20-20. You can assign a color category label to your appointment.

You can assign a category to an appointment without associating a color with it,

by defining a category and selecting None for the color. Categories without colors

will not provide the visual cue that enables you to quickly identify the nature of an
appointment, but they still are useful—for example, when you filter your Calendar view
by category.

Manual color category settings always override automatic settings, even when the
category color setting is set to None.
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Assigning Color to an Appointment Automatically

To have Outlook 2007 automatically assign a color label to an appointment, you can

create automatic formatting rules.

To create a Color rule, do the following:

1. Choose Edit, Automatic Formatting to display the Automatic Formatting dialog

box.

2. Click Add to add a new rule.

3. Type aname and assign a label to the new rule. Figure 20-21 shows a rule to
automatically color all Important appointments with the red color.

Automatic Formatting 7| ez
Rules For this view:
Important - Add
Move Up

- Marve Dawn

Propetties of selected rule

Name: Important
Color: | =] | - |

Figure 20-21. This new rule automatically assigns the red color to all Important

appointments.

4. Click Condition to open the Filter dialog box, shown in Figure 20-22, where you

specify the condition for the rule.

Filter (2 =]
Appointments and Meetings | More Choices I Advanced
Search For the word(s): | Phone Conference) E
In: |subject and notes fields E‘
Organized By...
Attendees...
Time: | none Iz‘ anytime
l 0K l [ Cancel ] [ Clear Al ]

Figure 20-22. The Filter dialog box lets you set a filter that defines the condition on which

the automatic color rule works.

For details about using filters, see “Customizing the Current Calendar View" on the opposite

page.
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5. In this dialog box, assign a condition to the rule. For example, you might use the
most basic type of filter and search for a word or phrase in all appointments. In
this case, Outlook 2007 will search for the words Phone Conference in the Subject
and Notes fields and will apply the rule to mark these appointments as Important
(red) if Phone Conference is found.

The More Choices and Advanced tabs in the Filter dialog box enable you to select other
criteria, such as categories, read status, attachments, size, or matching fields.

6. Click OK to assign the condition to the new rule.

7. Click OK twice, once to close the Automatic Formatting dialog box and again to
close the Customize View dialog box. A rule is now in effect that all appointments
with the phrase Phone Conference in their Subject or Notes field will be assigned
the red color, designating them as Important.

Printing Calendar Items

You can print calendar items in two ways. The simplest method is to right-click the item
and then choose Print on the shortcut menu. This method prints the item using the de-
fault settings.

The other way to print an item is to first open it by double-clicking it or by right-clicking
it and choosing Open. You can then click the Microsoft Office Button and click Print to
display the Print dialog box, or click the arrow next to Print and select Quick Print to
print using the default settings.

You can make selections in the Print dialog box to change the target printer, the num-
ber of copies, and the print style, if necessary. The print style defines how the printed
item will look. Click Page Setup to change the options for the selected style. In the Page
Setup dialog box, use the Format tab to set fonts and shading; the Paper tab to change
the paper size, orientation, and margin settings; and the Header/Footer tab to add in-
formation to be printed at the top and bottom of the page.

Customizing the Current Calendar View

In addition to setting the number of days displayed, configuring the Time Bar, and
color-coding your appointments, you can customize the standard view of the Calendar
folder in other ways. You can redefine fields, set up filters that define which items are
displayed on your calendar, and control fonts and other view settings. To configure
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the view, begin by choosing View, Current View, Customize Current View to open the
Customize View dialog box, shown in Figure 20-23.

Custamize Wiew: Day/Week/Month [l e=<=

Description

Group By.

Sart.

Cther Settings... Fonts and okher Dayf\Week/Manth Yiew settings
Automatic Farmatting... | User defined calors For appointments

Farmakt Calumns. ..

Figure 20-23. Use the Customize View dialog box to change view settings.

Customize additional views

You can also customize views other than the current one. To do so, choose View, Current
View, Define Views. Select the view in the Custom View Organizer dialog box, and then
click Modify. This displays the Customize View dialog box, where you can change the
options for the selected view.

LLLLE 'H“!“l

Redefining Fields

Only two of the fields used for calendar items can be redefined: the Start and End fields.
The values in these fields determine an item’s precise location on the calendar—that is,
where the item is displayed. By default, the value contained in the Start field is the start
time of the appointment and the value contained in the End field is the end time of the
appointment, which means that the item is displayed on the calendar in the time inter-
val defined by the item’s Start and End values.

To redefine either the Start or the End value, click Fields in the Customize View dialog
box to open the Date/Time Fields dialog box. In the Available Date/Time Fields list,
select the field that you want to use for the Start field, and then click Start. Use the End
button to change the End field. For example, if you redefine the Start field to Recurrence
Range Start and the End field to Recurrence Range End, all recurring calendar items
will be displayed as a single item that starts on the date of the first occurrence and ends
on the date of the last occurrence. This can be handy if you want to view the entire
recurrence range for a given item graphically.
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Filtering Calendar Items

You can filter calendar items based on their content, their assigned category, or other
criteria. By filtering the current view, you can determine which calendar items are dis-
played on your calendar—for example, all items related to one of your work projects, all
items that involve a specific coworker, or items with a particular importance level.

To filter calendar items, follow these steps:

1.

Choose View, Current View, Customize Current View to open the Customize View
dialog box.

Click Filter to open the Filter dialog box.

If the Appointments And Meetings tab isn't displayed, as shown in Figure 20-24,
click it to bring it to the front.

Filter -7
Appaintments and Mestings | pore Choices | Advanced | SQL |
Search for the wordts): || (]
In: | subect field only (]
Organized By, ..
Atkendees. .
Time: |none [=]| [anytime

[ ok ][ concel | [ cearal |

Figure 20-24. You can filter calendar items based on a specified word or phrase.

In the Search For The Word(s) box, type the word or phrase you want to use as
the filter.

In the In drop-down list, select which areas of the calendar item to search—for
example, you might have Outlook 2007 look only in the Subject field of your
appointments.

Click OK. Outlook 2007 displays on your calendar only those calendar items that
contain the specified word or phrase.

To set additional criteria, you can use the three other tabs in the Filter dialog box—More
Choices, Advanced, and SQL—as follows:

More Choices On this tab, you can click Categories to select any number of cat-
egories. After you click OK, only calendar items belonging to the selected catego-
ries are displayed on the calendar. Using the check boxes on the More Choices
tab, you can filter items based on whether they are read or unread, whether they
have attachments, or their importance setting. The final check box on the tab en-
ables or disables case matching for the word or phrase specified on the Appoint-
ments And Meetings tab. You can also filter items depending on size.
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Advanced This tab allows an even wider range of filter criteria. You can specify
any field, adding a condition such as Contains or Is Not Empty or a value for con-
ditions that require one. Clicking Add To List adds the criteria to the list of filters.

SQL This tab has two purposes. In most cases, it displays the SQL code for the fil-
ter, based on the filter criteria you select on the other three tabs. If the Edit These
Criteria Directly check box is selected, however, you can manually type the SQL
code for filtering calendar items directly on the SQL tab. This flexibility allows
you to fine-tune your filters with a great degree of precision.

Controlling Fonts and Other View Settings

You can use the Customize View dialog box (shown earlier in Figure 20-23) to make ad-
ditional changes to the current view. In the Customize View dialog box, click Other Set-
tings to display the Format Day/Week/Month View dialog box, shown in Figure 20-25.

Format Day/Mieek Month View @
Day and Week
16 pt. Segoe LI Time scale: |60 minukes ‘] [ 0K l
8 pt. Segoe UI

@ pt. Segoe UL [¥] Show end time

General settings
Bolded dates in Date Mavigator represent days containing items
Bold Subjects in the Calendar

Figure 20-25. You can use the Format Day/Week/Month View dialog box to set font preferences
for the Calendar folder as well as other options.

In the Format Day/ Week/Month View dialog box, you can do the following:

Set the fonts used in Calendar view.

Set the calendar’s time increments by selecting an option in the Time Scale drop-
down list. This sets the amount of time represented by each interval in the Time
Bar.

Specify whether days with scheduled items should appear in bold in the Date
Navigator.

Specify whether Subjects in the calendar should appear in bold.

Creating a Custom View

Up to now, we have looked only at the customization of existing views, but you can also
create completely new views and copy and modify views. If your current view is one you
use often but nevertheless must change frequently to filter calendar items or modify
fields, you might find it easier to create a new view.

To create a view or to see a list of already defined views, choose View, Current View,
Define Views to open the Custom View Organizer dialog box, shown in Figure 20-26.
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To work with the Outlook 2007 calendar views, you must open the Calendar folder.

Custarm Wiew Organizer 7 ==
Wiews For folder "Calendar":
Wigw Name Can Be Used On View Type - Mew, .,

<Current view settingss All Calendar folders | Day/Wweek/Manth

DayfweekiMonth all Calendar Folders | DayfweekiManth Copy...
Day/\week/Month Yiew With Au... |All Calendar folders | Day/Week/Month

Al Appaintments All Calendar falders | Table £ m
Active Appointments all Calendar Folders | Table e m—
Events All Calendar Folders | Table

Annual Events All Calendar folders | Table | Reset
Recurting Appointments all Calendar Folders | Table

By Category All Calendar folders | Table -

Description

Fields: Start, End
Filter: Off

[C]0rly show visws created For this folder

Figure 20-26. The Custom View Organizer dialog box allows you to see and work with the
currently defined views as well as create new ones.

Creating a New View

To create a view, follow these steps:

1. Click New in the Custom View Organizer dialog box to open the Create A New
View dialog box, shown in Figure 20-27.

Create a Mew Wiew @

Mame of new view:
New view
Type of view:

Table

Timeline

Card

Business Card
DayjWeek/Month
Icon

Can be used on

@) This Folder, visible to everyone
() This Falder, visible anly to me:
) all Calendar folders

Figure 20-27. You can use the Create A New View dialog box to specify a name, a view
type, the folder to which the view applies, and who is allowed to see the view.
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2. Name the new view, and then select a view type. In the Can Be Used On area,
specify the folder to which the view applies and who is allowed to see the view.
You can select one of the following options:

This Folder, Visible To Everyone Limits the view to the current folder and makes
it available to any user.

This Folder, Visible Only To Me Limits the view to the current folder but makes it
available only to the current user.

All Calendar Folders Allows the view to be used in any Calendar folder by any
user.

3. Click OK to create the new view. The Customize View dialog box appears, in
which you can set the options for the new view.

Change the availability of an existing view

The Modify option in the Custom View Organizer dialog box does not let you change
the availability of an existing view. To change the availability of an existing view or who

is allowed to see a view, first copy the view and assign a name to the copy. (See the next
section for more information about copying views.) Then select a new option in the Can
Be Used On area. Last, delete the original view and rename the new view using the name
of the deleted view.

For information about setting view options in the Customize View dialog box, see
"Customizing the Current Calendar View ” earlier in this chapter.

Copying a View

If you want to modify an existing view but also want to keep the original, you can make
a copy of the view. To copy a view, select it in the Custom View Organizer dialog box,
and then click Copy. In the Copy View dialog box, you can specify the name of the new
view, the folder to which the view will apply, and who is allowed to see the view. Click
OK to create the copy, which is added to the list in the Custom View Organizer dialog
box and the list on the View, Current View menu.

Using Overlay Mode to View Multiple Calendars in One

There are times when you need to view and compare multiple schedules to identify
related items, such as workflow dependencies within a project, as well as to find and
alleviate scheduling conflicts. For example, you might want to view your personal
calendar in contrast to your departmental calendar to compare scheduling and task
overlaps. Outlook 2007 adds a new capability to view multiple calendars in overlay
mode, as shown in Figure 20-28.
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Figure 20-28. You can overlay multiple calendars to view related or conflicting schedules.

To view multiple calendars in overlay mode:

1. Select multiple calendars by selecting the check boxes next to the calendars in the
Navigation Pane.

2. Under My Calendars, right-click one of the calendars in the Navigation Pane, and
then choose View In Overlay Mode.

Note
You can click the left arrow icon at the left edge of the calendar’s name tab to overlay
the calendar with the leftmost calendar. Click the right arrow icon to move the selected

calendar out of overlay mode.

Backing Up Your Schedule

To back up items in your Calendar folder, you must export the data to a personal folders
(.pst) file. To do so, follow these steps:

1. Choose File, Import And Export to start the Import And Export Wizard.
2. Click Export To A File, as shown in Figure 20-29, and then click Next.

Chapter 20
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Import and Export Wizard

Choose an action to perform:

Exiurt R3S Feeds to an OPML file

Import a YCARD file {.vef)

Impart an iCalendar (ics) or wCalendar file { ves)
Import From another program or file

Import Internet Mail Account Settings

Impart Internet Mail and Addresses

Import R55 Feeds from an OPML File

Import RSS Feeds From the Common Feed List

Description

Export Outlook infarmation to a file for use in ather
programs,

| = Back “ HMext > I[ Cancel ]

Figure 20-29. To back up calendar items, start the Import And Export Wizard, and then
select Export To A File.

3. On the Export To A File page, shown in Figure 20-30, select Personal Folder File
(pst), and then click Next.

—
Exportto a File

Create afile of type:

Comma Separated Walues (DOS)
Comma Separated Yalues (Windows)
Microsoft Acress 97-2003

T. parate (DOs)
Tab Separated Values (wWindows)

[ = Back ]I HMext > I[ Cancel ]

Figure 20-30. Calendar items should be backed up to a .pst file.

4. Inthe Export Personal Folders dialog box, select the folder to export (the
Calendar folder in the example shown in Figure 20-31). If you select the Include
Subfolders check box, any subfolders of the selected folder are exported as well.

Export Personal Folders E

Select the Folder to export fram:

= 2 chris hill P
m s dar
185 Contacts
{2 Deleted ems (7}
L7l Drafts [1]
[ Inbox (4
E Jaurnal
L@ Junk E-rail
&] Mates

[E3 At ke

Include subfalders

m

[ « Back ]l Mext > I[ Cancel ]

Figure 20-31. You use the Export Personal Folders dialog box to specify the folder to export
to a file.
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5. Click Filter to open the Filter dialog box, in which you can specify the items to
be exported. You can use the Filter dialog box if you want to export only specific
items from your Calendar folder. If you choose not to use the Filter dialog box, all
items will be exported. Click Next to continue.

For details about using the Filter dialog box, see “Filtering Calendar Items” earlier in this
chapter.

6. Specify the exported file and the export options. The export options control how
Outlook 2007 handles items that have duplicates in the target file. You can choose
to overwrite duplicates, create duplicates in the file, or not export duplicate items.

7. Click Finish. The Create Microsoft Personal Folders dialog box, shown in
Figure 20-32, displays the selected file name.

Create Microsoft Personal Falders ==

File: -alLocaliMicrosoftyOutlookiCslendarBackup. pst
Mame:  Personal Folders

Format:  Personal Folders File

Password
Password:
Vetify Password:

[] Sawve this passward in your password lisk

Figure 20-32. Type a password and verify the password before creating the .pst file.

8. Specify a descriptive name for the .pst file. You can also set a password for the file.
9. Click OK to create the file.
To restore data backed up to the .pst file, follow these steps:
1. Choose File, Import And Export to start the Import And Export Wizard.
2. Select Import From Another Program Or File, and then click Next.
3. Select Personal Folder File (.pst), and then click Next.
4

On the Import Personal Folders page, specify the backup file and how Outlook
2007 should handle duplicate items. You can choose to overwrite duplicates,
create duplicate items, or not import duplicates. Then click Next. If you assigned
a password to the backup file, you will be prompted to enter it at this point.

5. Select the folder within the .pst file to be imported (the Calendar folder in this
case), decide whether to include subfolders, and select the target folder. (By
default, the target folder is the folder with the same name in the current mailbox,
as shown in Figure 20-33.) You can also click Filter to specify in the Filter dialog
box which items are to be imported.
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Import Personal Folders

Select the Folder ta import From:

= £ Personal Folders

E{ o]

@ Deleted Iterns

Include subfolders

() Import ikems into the current Falder
(@ Import items into the same Folder in:

chris hill

=]

l « Back ][ Finish Jl Cancel ]

Figure 20-33. When you're importing items, you must select the folder to be imported from
the .pst file, whether to include subfolders, and the target folder.

6. Click Finish to complete the import process.

Managing Time Zones

Outlook 2007 gives you a great deal of flexibility when it comes to time zones on your
calendar. You can change time zones easily and even add a second time zone to the
calendar. If you work for a corporation that has multiple offices in different time zones,
being able to quickly reference your calendar with various zones can make scheduling

simpler.

Changing the Time Zone

To work with time zones, use the Time Zone dialog box, shown in Figure 20-34. To
open this dialog box, right-click the Time Bar and choose Change Time Zone. (Alterna-
tively, choose Tools, Options, click Calendar Options, and then click Time Zone.)

Time Zone 7 Eza]
Current Windows time zone
Label: |
Time zone: {GMT-08:00) Pacific Time (LS & Canada) E

Adjust For davlight saving time
Current time: | Thu 9/21/2006 3:28 AM

Additional kime zone

[ show an additional time zone

Label:

Time zone:  |(GMT-05:00] Pacific Time (US & Canada)
Adjust for daylight saving time

ihange calendar time zone

If you have permanently moved to a new time zone or your Windows
time zone rules have permanently changed, use this tool to move
appaintments and meetings ko a new time zane,

Change Calendar Time Zone ...

Swap Time Zones

Figure 20-34. You can set the current time zone and display a second time zone.
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In the Time Zone dialog box, you can specify a label for the current time zone, which is
displayed above the Time Bar on your calendar. You can also set the time zone you want
to use by selecting it in the Time Zone drop-down list, and you can specify whether to
automatically adjust for daylight saving time.

Changing the time zone in the Time Zone dialog box has the same effect as changing the
time zone by using the Date And Time dialog box through Control Panel (Classic View).

When you change the time zone, the time of your appointments adjusts as well. Your
appointments stay at their scheduled time in the original time zone but move to the ap-
propriate time in the new time zone. For example, an appointment scheduled for 10:00
AM. in the GMT+2 time zone will move to 8:00 A.M. if the time zone is changed to GMT
(Greenwich Mean Time). Appointments are scheduled in absolute time, regardless of
the time zone.

Using Two Time Zones

To add a second time zone to your calendar, follow these steps:

1. In the Time Zone dialog box, select the Show An Additional Time Zone check
box.

2. Assign alabel to the second time zone. This step is not necessary, but it can help
to avoid confusion later on. (If your first time zone does not already have a label,
adding one now will allow you to easily distinguish between the two.)

3. In the second Time Zone drop-down list, select the second time zone.

4. Select the Adjust For Daylight Saving Time check box if you want Outlook 2007
to make this adjustment.

5. Click Swap Time Zones to swap the current time zone with the second time zone.
This feature is useful if you travel between corporate offices in different time
zones.

Figure 20-35 shows the calendar after these changes have been applied.
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Figure 20-35. The calendar displays both time zones in the Time Bar under their respective labels.

Managing Your Calendar Effectively

Your Outlook 2007 calendar can help you track your appointments and events and
facilitate your collaboration with coworkers, vendors, and clients. To maximize the
value of the Outlook 2007 calendar, you will want to provide as much detail in the
information you enter as you can. In addition to simply marking the dates and times
of scheduled appointments and events, the calendar information will serve as a quick
reference to key points in your workflow, projects, and goals. In addition, the interface
features (such as Categories and Automatic Formatting) can provide valuable visual
and cognitive cues to the nature and importance of your calendar information.

Use color categories for quick identification. Outlook 2007 has combined color
and category labeling of appointments and events and allows you to define the

name of each category and the color associated with it. By defining a set of cat-

egories that fits the categories of events, appointments, and information you will
be storing in your calendar, you can make it easy to mark (and later identify) the
nature and significance of items in your calendar at a glance. These user-defined
color categories can provide you with visual cues that help you identify calendar
items, tasks, and e-mail that are related—such as a departmental project or role-
based recurring activities. The color categories in Outlook 2007 are contained in
your default data file; thus for users of Microsoft Exchange Server, your color cat-
egories are available regardless of which computer you log on from.

Use automatic formatting to format items based on user-selectable criteria. In
addition to color categories, you can use automatic formatting to assign a color
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to appointments, events, and so on in your calendar based on criteria that you
define. This can be particularly useful in that you can provide specific words,
phrases, or other criteria that Outlook 2007 will use to automatically tag the
appointment or event with a specific color. You can use automatic formatting,
for example, to find the phrase Phone Conference in the Subject or Notes field of
appointments and automatically color all those items in your calendar (with a
color you select) to provide you with visual cues that the item involves a phone
conference.

For specific information about how to assign colors automatically, see the section “Assigning
Color to an Appointment Automatically” earlier in this chapter.

Delegate calendar update responsibilities. In managing your calendar,
scheduling appointments and events, and communicating your schedule
information effectively, you can make use of the abilities to delegate access and
degrees of editing and authoring control to team members, assistants, and key
people involved in ongoing projects.

To delegate control over your calendar (or other functions of Outlook 2007), you and the
person you are delegating to must both be using Microsoft Exchange for your mail servers.

For network environments using Microsoft Exchange, however, the ability to del-
egate differential levels of control can be a useful way to turn schedule manage-
ment into a cooperative effort. Even without providing other users with the ability
to send e-mail messages as you, you can nevertheless enable them to read your
schedule, create new items or subfolders, edit and delete their own additions to
your schedule, and even edit all calendar content. When you are working closely
with an associate or a team member on a mutual project, that person could add
schedule items on your behalf that address his or her area (documentation, code
development, marketing) of responsibility.

Share your calendar information. In addition to those environments where you
can directly delegate access to read information from and write information to
your calendar, in all cases you can post your calendar information to the external
or internal Web servers so that management, team, and project members can
view your schedule information. In some cases, you might want to publish only
the free/busy portion of your schedule information—for example, when publish-
ing your schedule on the Internet. But when publishing your schedule to internal
corporate Web servers, you will want to provide access to more detail so that co-
workers and managers stay up to date. The Outlook 2007 Publish To Internet op-
tions let you specify the date range and level of detail published, determine access
(everyone or just those you invite), and select calendar update frequency. You can
also share your calendar via e-mail with the selected group of e-mail recipients for
whom your calendar is relevant by using the Send Via E-Mail option. This option
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also lets you choose the date range and level of detail sent so that you can control
how much of your calendar information you are providing.

For detailed information about sharing calendars, see Chapter 36, “Sharing Calendars.”

Use views to manage your calendar. The various views of your calendar provide
a built-in way for you to quickly assess your schedule—simply switching between
the Day, Week, and Month tabs reminds you of your scheduled activities. Using
the built-in views enables you to see your schedule laid out as a timeline (which
you can view on a daily, weekly, or monthly basis). Other default views enable
you to see all of your scheduled items as a list that you can sort by date, type of
appointment or event, subject, category, and a range of other criteria. Using these
views can help you quickly find events and appointments of current topical inter-
est and provide reminders of upcoming scheduled obligations. When specific
view and filter criteria are particularly useful for you, creating a custom view
using these criteria will provide you with an instant ability to see your schedule
information in that format.

Use Overlays to Compare Calendars. For everyone in a work environment, the
scheduling of appointments and events has interdependencies with coworkers,
teams, project groups, and departments. To avoid scheduling conflicts, it can be
very helpful to align your schedule with schedules from other people or groups
you are working with. Using Outlook 2007 to bring in additional calendars (from
coworkers or groups) and review them in overlay mode greatly facilitates the com-
paring of schedules.





