Using the Outlook Mail Calendar

The calendar in Outlook is a very handy tool for keeping track of your schedule and for creating
and inviting people to meet with you.

How to open your calendar:

Open your Outlook email:

¢ Go to the school district webpage or your
school webpage (sd71.bc.ca)

e Click on Utility Links at the top (or scroll down
to the bottom). Ofce 365 MyEducation BC (0 S Ve Wi, I Portal @ Sign

e Click on Staff Webmail (when you are at il
home you will need to enter your usual
username and password)

Q@ 607 Cumberland Roa

Open your calendar by clicking on the calendar
icon at the bottom left.
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Here is what you are looking at:
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Return to To make a new appointment, click on New at the top or double
email. click on the time square in which ou would like the appointment




How to put an appointment into your calendar:

Bl Add calendar v @ Interesting calendars (U Share
Double click on the square in the calendar that < > 2018, June 03-09 ¥
corresponds with the time that you would like the 4 Monday 5Tl
app0|ntment Redo Learn71
1 8a
Or §
Click on New above the calendar. 10a : j
Details W Feedback

pAl Fill in the title of the event you attending, and the
place where it is being held.

Put in the start and end dates. Notice that you
can mark it as All day and skip putting in the ikl
3 tlmeS Wed 2018-06-06 B 830aM -

Marking it as Private will hide it from those that
you share your calendar with.

If the meeting that you are putting in to your
calendar is a repeating event, click on the down

arrow at the end of the Repeat box and choose ey € ofevery manth
an option for how often it repeats. Every frst Wednesday )
Every June 6
Oth
) . . 15 minutes A Bu
You can set a reminder that will show in your
email. By default, a reminder will show 15 Email reminder Send reminder to
minutes before your appointment. 5 weeks v | | Me -
5 Reminder message to send

You can also click on Email Reminder and have Fnter remind ge here (optiona
an email sent to yourself or other people

attending your meeting to remind you of your
appointment. Close | | Discard




In the box at the bottom you can add a message MOLE T s e
5 to yourself to remind you of any details about the S
meeting (ex. What room it is in, what the purpose
of the meeting is, reminder to bring snacks).
v, When you are finished setting up your ST
appointment. Click on Save in the top left.
How to edit or delete a calendar event:
g | Tue 2018-05-08 8:00a - 9:00a jim}
Right click on the appointment in your calendar to . ety Toch i
uesda ec I
1 bring up the call out box. Choose to Delete or o ’ ) ’
Edit your event. )
If you make changes to an appointment, make
PRl sure that click on Save a the top left




