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Introduction

Microsoft Outlook 2013 is a great tool for communication, time and information management,
and collaboration. It is used to send and receive email messages as well as manage your
schedule, contacts, and tasks. To minimize the work of dealing with such diverse items, Outlook
provides a module for each item type and presents each module in a similar interface, allowing
you to work with different items in a consistent way. This handout covers working with the
calendar, contacts, and tasks, as well as managing your mailbox.

Calendar

The Calendar module allows you to schedule and track appointments and meetings. You can
view your calendar in several different formats (Day, Work Week, Week, Month, and Schedule
View) by using the buttons in the Arrange group on the Home tab of the Ribbon.

The Date Navigator is a small calendar at the top of the Folder pane that can be used to navigate
from one date to another. The current date is highlighted with a dark blue background. Days that
contain scheduled items appear in bold type; days with no scheduled items appear as regular text.
You can use the left and right arrows at the top of the Date Navigator to scroll to another month.

To display the Calendar module:
1. On the Navigation bar, click Calendar (see Figure 1).
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Figure 1 — Outlook 2013 Program Window Displaying the Calendar Module
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Scheduling Appointments
Appointments are activities that you schedule in your calendar that do not involve inviting other
people. You can schedule one-time appointments or recurring appointments.
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To schedule an appointment:

1. In the Calendar module, on the Home tab, in the New group, click the New
Appointment button i . The Appointment window opens (see Figure 2).
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Figure 2 — Appointment Window

In the Subject box, type a short description for the appointment.

In the Location box, type a location for the appointment.

In the Start time and End time boxes, enter the desired dates and times.

By default, Outlook adds a 15-minute reminder to appointments. To change when the
reminder appears, on the Appointment tab, in the Options group, click the Reminder

15 minutes

arrow " and select the desired time from the list.

NOTE: If you want to create a recurring appointment, on the Appointment tab, in the Options

. ¥ . .
group, click the Recurrence button to open the Appointment Recurrence dialog box, set

the recurrence pattern and range of recurrence, and then click the OK button (see Figure 3).
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Figure 3 — Appointment Recurrence Dialog Box
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6. On the Appointment tab, in the Actions group, click the Save & Close button H .

Updating or Deleting Appointments

If the information about an appointment has changed since it was scheduled, you can update the
appointment. You can also delete an appointment and remove it from your calendar. When you
delete an appointment, Outlook moves it to the Deleted Items folder.

NOTE: When working with one-time appointments, the Calendar Tools Appointment tab becomes
available on the Ribbon; when working with recurring appointments, the Calendar Tools Appointment
Series tab becomes available on the Ribbon.

To update an appointment:
1. In the Calendar module, in the Content pane, double-click the appointment that you
want to update. The appointment opens in the Appointment window.

NOTE: If you double-click a recurring appointment, the Open Recurring Item dialog box opens.
Select the Just this one option to update only that appointment or The entire series option to
update every appointment in the series, and then click the OK button (see Figure 4).
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Figure 4 — Open Recurring Item Dialog Box
2. Make the desired changes.
3. On the Appointment tab, in the Actions group, click the Save & Close button .

To delete an appointment:
1. In the Calendar module, in the Content pane, select the appointment that you want to
delete.
2. Under Calendar Tools, on the Appointment tab, in the Actions group, click the Delete

button .

NOTE: If you are deleting a recurring appointment, click the Delete button in the Actions group
on the Appointment Series tab, and then click Delete Occurrence to delete only that
appointment or Delete Series to delete every appointment in the series (see Figure 5).

X

Delete

-

Delete Qccurrence
Delete Series

Figure 5 — Delete Menu
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Scheduling Meetings
Meetings are appointments to which you invite other people. You can schedule one-time
meetings or recurring meetings. Responses to your meeting request appear in your Inbox folder.

To schedule a meeting:
1. In the Calendar module, on the Home tab, in the New group, click the New Meeting

button . The Meeting window opens (see Figure 6).
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Figure 6 — Meeting Window

2. In the To box, type the email address of each person that you want to invite to the
meeting. Separate multiple entries with a semicolon (;).

NOTE: You can also add attendees by clicking the To button to open the Select Attendees and
Resources dialog box, locating and selecting each person that you want to invite to the meeting,
clicking the Required button if the person must attend or the Optional button if the person is not
required to attend, and then clicking the OK button (see Figure 7).
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Figure 7 — Select Attendees and Resources Dialog Box
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