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1 Before Getting Started

There are two common ways to manage your calendar in Exchange. One way is using the
Outlook client, and the other way is using the Outlook Web App (OWA). This document
describes how to use the Outlook Web App (OWA). There is another document available from
IST that describes how to use the Outlook client, for both Outlook 2007 and Outlook 2010. OWA
works well with Safari, Firefox and Internet Explorer. Other web browsers are supported in a
“Light” version which does not provide all features.

Before we get started to describe how to use OWA to manage your calendar, it is important for
you to understand what it can and can’t do. OWA does not have as many features as the
Outlook client. The following features are not available in OWA (but are available in the Outlook
client):

e The scheduling assistant does not see free/busy information for the members of a
defined group.

e There is no option to email meeting reminders. The OWA has pop-up messages only,
and these occur only when OWA is open.

e You can offer various viewing rights on your calendar, but can’t allow scheduling or
delegate rights.

e  Must view Calendars and Task lists separately only.

The following features are not available in OWA or in the Outlook client. These are features
which some may have used in Bookit.

e Calendars can be posted to the web using Windows LivelD. Another option for doing
this is being investigated.

e No importance levels to meetings, other than using a personalized colour coding
system. Meetings can be set as high priority or low priority, which will mark the
associated high priority emails, but the importance level is not visible in most calendar
views.

e University holidays will not initially be added to Exchange Calendar.

e |tisimportant to book people using their Exchange email address, as an alternate email
address will not be linked to their Exchange personality, and will not show their
free/busy information.

e Meeting attendees cannot see if meeting invitees are attending the meeting, or not
(only the meeting organizer can see this information).

Recommendation: OWA will be fine for anyone who is invited to meetings, but doesn’t schedule
meetings for large groups on a regular basis. Anyone who administers resources should use the
Outlook Client.



2 Your Exchange Account

To use Exchange Calendar, you need an account on the Exchange server. If you are already using
Exchange for email, and have an account @connect.uwaterloo.ca, then you already have a
calendar on the Exchange server and can start using calendar.

If you do not have a connect account, you can request one by sending email to
request@uwaterloo.ca. In addition to using Exchange Calendar, you can also use Exchange for

email. If you want to continue with your existing email set-up, it will be necessary to forward
your connect email to your regular account.

2.1 Using Exchange Calendar over the Web
To use Exchange Calendar from the web, you connect to:

https://connect.uwaterloo.ca

Microsoft*

Outlook'Web App

Security ( she

) Thisis a public or shared computer
@ Thisis a private computer

7] Use the light version of Outlook Web App

User name:

Password:

Connected to Microsoft Exchange

© 2009 Microsoft Corporation. All rights reserved.

You sign in with your Exchange account, which will open OWA with your Mail account. With
Exchange Calendar you will receive meeting requests through email. You will be able to respond
to meeting requests directly from your email, or through your calendar.


mailto:request@uwaterloo.ca
https://connect.uwaterloo.ca/
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3 Working with Exchange Calendar

3.1 Browsing through Different Dates
The first thing you will want to do is pick a daily, work week, weekly or monthly view. Simply
select the view you like to use in the following bar:

New - Delete GotoToday [ (=] == @# Share- View- &

To move to a specific month and day, you can use the monthly calendar:

July 2010 ~ >
Mm T W T F 5
7 23 29 30 01 02 03
04 05 06 0F 03 09 10
11 12 13 14 15 156 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

01 02 03 04 05 0& OF

L M

ra

Alternatively, you can use the arrow keys on the following bar to move forward or backward
through the current view, one day, week or month at a time.

New ~ Delete Go to Tod:

1. Here are some things to try navigating to:
= Next month
=  One year from now

= Last week

¢ Go Back to Today

1. Thereis a button in the toolbar called Today that will bring you back to today’s date.

Mew ~ DCelete | Go to Today



3.2 Creating an Appointment
There are four types of appointments that you can choose:

P wnNhPR

Appointment: an appointment involves only you.

Meeting: you invite other people to an appointment.

Event: lasts all day, and might not block out time in your calendar.
Task: a task only involves you, and doesn’t need a scheduled time.

Let’s start by creating a personal appointment with no other attendees.

¢ Create an Appointment from the Calendar

1.

2.

3.

Find the starting time in your calendar.

Outlock Web App

z1@aa I

Double-click on the time to open a new appointment form.

| Lottt Aggemrreest - Wandnus nderiet = »

Oene B Temrwt | Pactectes Moce On " L)
8 d

In the appointment form, enter a subject for the meeting.



4. Inthe APPOINTMENT FORM, enter text next to LOCATION label.

5. Select the beginning and end dates and times for your meeting.

( & Untitled Appointment - Windows Internet Explorer . . > - = i =
| & ] https:/ -:i&ae‘r.uwaterlog.ca’r.n.“.‘a ?ae:item&a:Ne:‘&tzI.DM.Appcmtment&ﬂd:Lgé«-"«--"«-‘—'-DgGLK:‘;.IB:-:.Zt:QLBJrl‘EEEqu’-JAQDT % ,

Save and Close (] o O YV-HB ' 3 - & HM v (7]
Appointment = Scheduling Assistant
Subject: Sample Meeting
Location: My Office
Start time: Tue 22/03/2011 v | 10:00 AM v [7] All-day event
End time: Tue 22/03/2011 ¥ 11:00 AM v
[¥] Reminder: 15 minutes v Show time as:  MBusy v ("] Private
Tahoma %108 B I U == |E = @ A~ ¥

You can enter additional text here to explain the purpose of the meeting. |

€ Internet | Protected Mode: On ‘a v H100% v

3.3 Controlling how Outlook Calendar Shows Your Time
By default a new appointment will show your time as Busy and so unavailable for other
bookings. There are four display options you can choose:

Free
Tentative

" Busy
Away

Use FREE when you want your calendar clear and available for booking. Use TENTATIVE for
appointments that are not confirmed or that you are not sure you will attend. Any meetings that
you are invited to are marked as tentative. Don’t delete meetings or reject them out-right, or
you will lose all of the information about the meeting. Once you know you will attend a meeting,
you will want to mark your time as BUsY so that others do not double-book you. Use AWAY
when you are out of the office.



+ Make Your Meeting Tentative

1. Open your appointment by double-clicking on it, if it is not already open.

2. Click on the drop down menu next to “Show As”:

lw Sample Meeting - Mozilla Firsfox =& xJ

1 https://devex.uwaterloo.ca/owa/?ae=PreFormAction&a= Open&t:lPM.AppointmeEBlig: Eg;AA:CBJIalmXJPTrwNE( g \
Il Esaveandclose | <& B ¢ 8 8- X & m v @

Appointment = Scheduling Assistant

Subject: Sample Meeting
Location: My Office
Start time: Wed 03/02/2010 ¥ | | 1:00PM ¥ | [] Al day event
End time: Wed 03/02/2010 v | | 2:00PM b
|¥] Reminder: | 15 minutes b Show time 3¢: | |l Busy [7] Private I
Tahoma vjw M B I U|:=fi= S

Tentative
I Busy
Away

You can enter additional text here to explain the purpose of the mesting,

3. Click on TENTATIVE

[& save and Close
4. Click

3.4 Setting up Repeating Appointments
Now let’s make a booking for Friday lunches. In order to make the Appointment appear each
Friday, we will use Outlook’s Recurrence feature.

¢ Book Friday Lunches
1. Make a booking on the first of the repeating days.

rsday 13 Friday

Lunch




2. Double-click on the appointment and then click on Repeat.

Save and Close (] @‘?' B Y 8 B & [HTm v (7]
Appointment  Scheduling Assistant

Subject:

I neatinn:

3. Now choose a Recurrence pattern, either one of the presets Daily, Weekly, Monthly or
Yearly. Each preset will give different options.

4. Daily

Recurrence pattern

(@) Daily (@ Every |1 day(s)
D) Weekly () Every weekday
() Monthly
() Yearly
5. Weekly

Recurrence pattern

() Daily Recur every |1 week(z) on:

@ Weekly [ sunday [(IMonday [ Tuesday [] Wednesday
() Monthly I:l Thursday Friday I:l Saturday

() Yearly

6. Monthly
Recurrence pattern
() Daily @ Day |13 of every |1 month(s)
() Weekly )
) (1 The |second IE' Friday IE' of every |1 manth(s)
(@ Monthly
) Yearly

7. Yearly

Recurrence pattern

() Daily (@ Every |February IZ' 13

() Weekd
) 4 ) The second IZ' Friday IZ‘ of |February IZ‘
() Monthly

@ Yearly

8. We will choose Weekly and End after 4 occurrences.

10



¢ Schedule Pay-Days

1. Paydayis the last Friday of every Month. Outlook understands how to calculate this.
Create this as an all-day appointment by double-clicking in the grey area before the first
time of the day.

2 5 friday

Double-click here

2. Click on the Repeat button.

3. Outlook Web App:
Repetition

Appointment Time
Start: | 12:00 PM ¥ | End: | 12:00PM V¥ | Duratip M
Repeat Pattern

© None (" Day 5 of every 1 month(s)

() Daily
() Weekly

@ The | |ast ¥ | Friday v ofevery 1 month(s)

Range of Repetition

Start: | Fri 05/02/2010 v () No end date

aaaaa

10 occurrences

oK Cancel

11



4 Making Appointments with Other People

4.1 AboutFinding People

In order to book other people into your meetings, you will need to help Outlook to find them in
Exchange Calendar. There is a Global Address List (GAL) that has a list of everyone who has a
calendar on the system. You can also invite people to your meeting using only their email
address, but in this case you might not be able to see whether they are free or busy.

4.2 Inviting People to a Meeting

There are several ways to create a meeting and invite people to it. You can create a meeting
first, then add the people. Or you can start with a MEETING INVITATION that lets you both add
people and choose the time. In Microsoft Outlook there is also an interface called PLAN A
MEETING that lets you pick the people first.

4.3 Booking a meeting, time-first
This method works just like a personal appointment. Once we’ve created the appointment and
set a time, we’ll invite the attendees.

Pick a Time, Create a Meeting, then Invite People

1. Create an appointment on a day and time of your choosing, by double-clicking on the
start time and setting the duration of the meeting.

4 Wednesday 5 Thursday b Friday

My Meeting

12



2. Inthe ApPOINTMENT FORM click on Invite Attendees.

To...

3. Anextra line appears in the form with a button
To...

4. Click on the button.

5. The ADDRESS BOOK appears with the GLOBAL ADDRESS LIST selected.

and an entry field.

Acwves Boch  Nesbe ]
CHBTIRRY v o b im ke bt

e et u 9 “

bl Detas G Aamen - Af 2f imAdnin
w Ao Bt A

« Wy Qv
A Commx aab

— A

6. Look through the names, select one and click on To or REQUIRED to add them.
Alternatively, you can just type their names and names that contain the characters will
pop up and you can select the name you want.

13

s & Untitled Appointment - Windows Internet Exphv@ . pe— - - L=na=s
’@ ht'tps:x‘n’devex.uzatﬁerloo.ca;‘owa:‘?ae:ltem&a:New&t:IPI»’I.Appomtment&ﬂd:FgAAf\AE)gGkeriB?-&ZbCBirISEeLfNAQD] g,l

Saveand Close () |l _{} 9-@ ? l- B8 & HTML v
Appointment = Scheduling Assistant
Subject: |
Location:
Starttime:  Tue22/03/2011 v 3:00 PM v| [ All-day event
End time: Tue 22/03/2011 ¥ 4:00 PM v
Reminder: 15 minutes v Show time as: ‘lBusy v [T] Private
Tahoma Mo M B I U = S|#EE®. A ¥




7. Click OK.

8. You are returned to the Appointment Form.

W by e - oo s

=4 nttpe// devecuwateroo.calowa/Tae=PrefFomactionfia= Openda=IPM AppontmentSid = Rg Al
i ORI ! 3 B X @im v
Schaduing Assatant

To,, 1alalisH

Cptonal

Resources

Subrject: My Maeting

Locaten: ¥ |Reguest a response to the imatation
Strt times Thy 04/02/2010 ¥ 1L00AM ¥ | Aidsyevert

End tme: Thu 040272010 ¥ 130 b

9. Click Send to invite the other attendees to the meeting.

4.4 Using the Scheduling Assistant
The Scheduling Assistant will help you to find a good time to meet with other people.

%+ Book a Meeting with the Scheduling Assistant

1. Create a new appointment by double-clicking on your calendar. (This will pick a time
that is wrong, but we will change it later.)

2. In the Appointment Form, click on Scheduling Assistant

In the Scheduling Assistant, you can enter the names of the attendees, or click on Select
Attendees or Add Attendees to select the people you want to schedule.

e @ 0O j t 3 N

Acpont e M Aw

SRt Thy D410 o L v
ST Y

= o o ey
0 whice E—

14



3. You can also add rooms by clicking on Select Rooms.

4. Select the length of your meeting.

5. You will see suggested meeting times in the list on the right hand side.

9.

e iy T i
BN o teomvismaturicn.ca o e Bamt s i TN AS50 Tt 52 GAAAR LMLV TrahET] Qb AT A Sl T s MO AR MRS
- '~ oV E s .1 4 e - -
B LI Ty—
Twrn: Dw g0 0 ¥ o ¥ Bek Th OGNS ¥ ¥ B vy iy e
Aoty 0020
o eI MTeatees ASA  AXPW REAN WOAN  IN0AM  LLI0AM  LIZOWM  AEe  lmes  xmew
———
0 truro e —
8 o =3 | W ———
B ayiess
)
4 Sefert Boores |
SRS | Possible
| Meeting Times
| ST Tertwnw ey "o Férwooor
Uver . ¥

You can click on a meeting time to scroll the main view, or you can manually use the
scroll bars to see different days and times.

Once you select a meeting time, it will show up in the Start and End boxes.

Start: | Thu 04/02/2010 ¥ | 5:00 AM v End: |Thu 04/02/2010 ¥ | 9:00 AM v Show only working hours

Once you've found a time, click on Appointment to go back and confirm the details of
the meeting.

Click Send.

4.5 Set Your Work Hours

The Scheduling Assistant uses your working hours to suggest times for meetings. Update your
working days and hours so that other people book you for appropriate times of the day.

Click on Options:

sign out ‘ Bob Hicks -

B8l Find Someone 0 .

15



The following will appear:

Select Settings, as shown below:

Sior ot | Bob Hicks -

W8 Find Someone Options ~ @ -

Options
Set Automatic Replies...
Create an Inbox Rule...

See All Options...

Select a Theme

B 0 B8

.!

>

Outlook Web App

Mail > Options

Account
Organize E-Mail
Groups

Settings

Phone

Block or Allow

And the following window appears:

Outlook Web App

Mail > Options

Account
Organize E-Mail
Groups
Settings

Phone

Tahnama

&

o we
3=
e

i

Calendar

Spelling

General Regional

E-Mail Signature

wvilin R T 11

16
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Click on “Calendar” and then select the days you work and the start and end of your work day.

Lalendar

a2 = B =

Settings Appearance Reminders
Choose how your calendar shoud joak Sat your remnders
Show work week s < Show remunder 3511
wn ¥ Mea ¥ T 7 wed ¥ 2! fri
Sur Mon ie wed € Thu fr ¥ Play a sound when a reminder i 0us
Default remmden 15 stinates ~
2t your working howrs

Start tme: 200 AM v

End time: 500 P - i g o a
W 500 PM Automatic Processing
Controd how mestng requests. responses, and natificatians
9 handled
7. Atomatically place new mesting racpuests on my
alendar. marked Testatwe
Show week rumbers n Month wew 7 Delete meetng requests and responses that have
Deen updated
First day of week Gl o Automatically process requests and responsces

from externa senclers
Delete nothcations about forwarded meetngs

13-minte mcrements

& Z0-mimte mcrements 2
Having trouble with your calendar

ey _7 Lt us help yoo troubleshoot your calendas
Text Messaging Notifications

Text messaging notifications e not set up for you yel

Save your changes, then click on “My Mail” in the top right corner. Then you will need to click on
“Calendar” to go back to working on your calendar.

4.6 Managing Responses to your Meeting Requests

After you send out a meeting request, the invitees get to respond with Accept, Tentative or
Decline. They have the option of sending you an email with their response. If they do not send
you the email, there is no method in Exchange Calendar for you to find out whether they are
attending.

4.7 Updating a Meeting Request

If something about the meeting changes, you can edit the meeting in your calendar. It is then
imperative that you choose Send Update to email all of the attendees so that their calendars
also get updated.

Otherwise they will have old information about the meeting in their calendars.

4.8 Checking Attendance at Your Meeting
To see what the responses to your meeting have been, use the Reading Pane, which appears by
default in the daily view, but can also be used in the weekly views.

17
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You will see a summary of the response information.

You can also open a meeting and select Tracking to see the individual responses:

ps://devex.uwaterloo.ca/owa/?ae=PreFormAction8a= Open&it=IPM.Appointment&id=RgAAAACBIal mXIPTrwNE( e l
f=sendUpdate [ | 3 0 O & | ¢ 8 |E3- & Hm v @- 7]

-Na responses have been received for this meeting.

Appointment ~ Scheduling Assistafit
The following responses to this invitation Tave-beenreteived:

Name Attendance ~ Response
Bob Hicks To None
Jennifer Keir To None
Peagy Day To None
Res MC1058 Resource None

18



5 Receiving Meeting Requests

When you are invited to a meeting, you will receive an email, and an entry will appear in your
calendar marked TENTATIVE. Notice that the meeting invitation shows a miniature calendar
symbol, instead of the envelope normally seen on email messages.

B e

A _:j Exchange Program 2 Our Meeting

5.1 Deal with Meeting Requests when you get them

It is a good practice to deal with your meeting requests after you open them, by clicking on
ACCEPT or TENTATIVE. This helps to ensure that the most up to date information is in your
calendar, and will help to keep meeting requests from cluttering your inbox.

¢ Accept the Meeting
1. Open the meeting invitation

2. Click on the green checkmark to accept the meeting:

r e
& Doscuss Dutlock < Windows lnternet Explans — ‘Eg
‘cf hitps v uwaterico ca ’e ' ' t . Mee ' rthh AD ik ¢ ' |
ReC e NoF rd W = 2 8 X 5 L7
William Lewis
Rerpisired
san ~ x
Q v f
Whers
Destription
When: Septe 2, 2010 1:00 PM-2:00 PM. (UTC-05:00) Eastern Time
(US & Cana
where
S S S S S ST S
Done &9 Internet | Protected Mode On 4 WION v

You can also accept the meeting by opening the meeting in your calendar. You will see the same

options for responding to the meeting:

19



& Lunch meeting - Windows Internet Esplarer —— - -
£  https/‘dei=cuwsterion,ca’coa
rwar % - x
N« 1
Jennifer Keir
Requued
—raan
5| v ?2 X
Where
P
A3 ARRANTIENAS
4| Remender: 1S minutes ¥ Show time a5 Tentatve v

Descrption

5.2 Declining a Meeting
In Exchange Calendar, a declined meeting completely disappears from your calendar. This is very

+ Recover a Meeting

5.3 Recovering a Declined Meeting
Should you accidentally decline a meeting, you can change your response by opening the
meeting invitation in your DELETED ITEMS folder.

1. Choose your Deleted Items folder:

«

Favorite Folders
[ Inbox
| Follow up
| Hold
|4 2009
L Unread Mail (13)

»

Mail Folders
L] All Mail Items

= €4 Mailbox - R.William Lewis
[ Archi

5] Deleted Items

=20

»

20

«

Private

recommend that you only DECLINE meetings that you were invited to in error.

different from Bookit, where you were not able to delete a meeting that another person put
into your calendar, and you could easily change your status from NOT ATTENDING to ATTENDING.

We recommend that you mark meetings as TENTATIVE if you need to be aware that they are
happening, or if you would like the option of changing your response in the future. We



2. There will be two items in your Deleted Items, a MEETING REQUEST from your INBOX and a
MEETING from your CALENDAR. Double-click on the MEETING REQUEST. Be sure to pick the
most recent one so that you have accurate information about the meeting.

@ Deleted Items

B4, 4|2 (1| @] From | Subject
=g Eg Exchange Progra... Cur Meeting
&2 ﬁ Exchiange Progra.. Cur Meeting

3. You can now respond with ACCEPT or TENTATIVE.

| @W} IS

Meeting

Developer Add-Ins

% i Reply x bt 3
5 | [
i=§ Reply to All s
Accept Tentative Dgcline Propose Delete Move to ©

New Time ~ | i2 Forward Folder =
Respond Act

|| This meeting is not in the Calendar; it may have heen moved or deleted,
|| From: Exchange Program 2

| Required: R.William Lewis
Optional:

Subject: Our Meeting

Location: Meeting Room
When: July-02-09 9:30 AM-10:30 AM.
Description:

4. Each action you take sends an email to the meeting organizer. Fortunately, the meeting
organizer’s Outlook will automatically delete any out of date responses that you have
sent, so they will probably not see your initial rejection of the meeting.
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6 Opening Shared Calendars for People and Resources

In OWA, you can open other people’s calendars as well as calendars for resources to see when
they are free. A resource could be a meeting room, a classroom, a laptop, a projection pad, or
anything that you need to book out. A resource like a meeting room could be set up so that only
one person can book it (and others can look at the schedule), a group of people can book it, or

everyone can book it.

¢ Open a Shared Calendar

1. Click on “Add Calendar...”

2.

Outloock Web App

- - = a
o e Pl &
o Add Calendar..,
-
i
“i

You can enter a Name, or click on Name to access the Global Address List:

Add Calendar x

You can add a calendar from your organization or from the
Internet.

@ Calendar from your organization

& Name... |

{Example: Tany Smith)
Calendar from the Internet
Calendar URL:

(Example: webcal://contoso/soccer.ics)

Ok Cancel

By default the calendars open side-by-side. You can change the view to Day, Work
Week, Week or Month.

You now will see the shared calendar in your list of calendars for future use. Turn display

on or off with the checkbox, click the “X” beside the name *__ You
can turn off display of your own calendar if you need more room to see the shared
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calendar.

£ February 2010~ *
S M T WTF 5

31 01 02|03/ 04 05 08
07 08 09 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 01 02 03 04 05 06
07 08 09 10 11 12 13

4 My Calendars

% Calendar

sple's Calendars

Y| Bob Hicks

5. Right click on a name and choose Open in New Window to see the calendar..

% Open a Room Calendar
1. Click on Share, then select “Add Calendar...”.

2. Click on Name to access the Global Address List:

3. Click on All Rooms

IR
https://devex.uwaterloo.ca/owa/?ae=Dialog8t=AddressBook8&a=PickSelec

Address Book

Arrange by: Name ~ A on to
Res MC1058

res-mc 1058 @devex.uwaterloo.ca

4. Double-click the room you would like from the list.

5. Click on OK in the Address List, then click OK in the Open a Shared Calendar window.
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+» Book a Resource

1. To create an appointment with a Meeting Room attached, start by creating your
meeting and select “Scheduling Assistant”.

-
{& Untitled Appointment - Windows Internet Explorer =8 X |

|g https://devex.uwaterloo.ca/owa/7ae=Item8a=New8it=IPM.Appointment&fld=LgAAAADgGkKmIB%:2bQL34rISEeLINAQD7 ﬂ l

Save and Close (] R H Y 8 8- & Hm v ®

Appointment ~ Scheduling Assistant

Start: Tue 12/04/2011 v 9:00 AM ¥ End: Tue 12/04/2011 v 10:00 AM ¥
[¥] Show only working hours

April-12-11

[l Select Attendees 400 PM 800 AM 3:00 AM 1000AM  1100AM 120 Suggested Times

u oD ,x": S .
Bab Hicks ¢ April 2011~ >
Add a name MTWTF S 5

28 29 30 31 01 02 03
04 05 06 07 08 09 10
11 17 13 14 15 16 17
1819 20 21 22 23 24
i select Rooms v 25 26 27 28 29 30 01
02 03 04 05 06 OT7 08

Add a room
Duration: | 1 hour v
8:00 AM g
1 of 1 free
8:30 AM
1 of 1 free
L i B 900 aM B
MBusy Tentative  Away No Information Good Fair M Poor
Done € Internet | Protected Mode: On fa v ®100% ~

2. Click on “Select Rooms”. You have the option of selecting recent rooms and all rooms
that you have permission to schedule.

[} select Rooms -
] RES MC2010
[[] Res MC1058

4|k

4|k

3. Select the checkbox beside the room you want to book.

4. Click Send.
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5. The room will be displayed with the appointment in your calendar...

Exchange
Calendar

Project
RES MC2010
Bob Hicks

6. You can also add rooms from the Global Address List while adding attendees. They
should go under Resources.

£ | Address Book -- Webpage Dialog
- | ————— o —

|g https://devex.uwaterloo.ca/owa/?ae=Dialog&it=AddressBook8a=PickAttendees

Address Book =
&} Default Global Address List el
(Ll All Rooms Arrange by: Name ~ A on top
Show other address lists ¥ ResMC1055
res-mc1058 @devex,uwaterloo.ca
RESMC2010
Contacts res-mc2010@devex.uwaterloo.ca
4 My Contacts
[85] contacts
84 2
cs
Meeting recipients:
To ->
Optional ->
Resources —> RES MC2010;

7. Wait for a response from the room to ensure that the meeting has been accepted. Some
rooms will accept automatically when free, others will decline meetings from
unauthorized people, and others will require approval from a Resource Delegate.

8. If the room declines your meeting, you must remove the room from the meeting,
update the location field and send an update to all the invitees.
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6.1 Sharing Your Calendar

By default, other people will be able to see whether your time is marked as free or busy, but
they will not be able to see any details of your appointments and meetings. For most, this would
be the preferred option. You can provide increased access to your calendar if your colleagues
need to know the subject of your meetings, or all of the details of your meetings. For most
people OWA provides a friendlier interface to these settings than Microsoft Outlook.

Outlook Web App
Calendar > Inbox

" New ~ Delete Goto Today & B E& Share~ View~ @&
¢ August 2010~ > e ez = ; =

é s f"\’) ) ﬁ Add Calendar...
UZ Tnursaay e
01 02 03 04 05 06 07 : ;ﬁ Share This Calendar...
08 09 10 11 12 13 14
3 ¢ es g Permissions
15 16 17 18 19 20 21 83 Change Sharing Permissions...

22 23 24 25(26/27 28 o)
29 30 31 01 02 03 04
05 06 07 08 09 10 11

I
Click on “Share This Calendar”.

You are now composing an email which will give permissions to people. Choose whether you
would like to give access only to subject and location, or to allow access to all information.

ddsend A 00 G2 & Y 8 & [ optons.. |HTML w @
[ To...
Subject: I'd like to share my calendar with you

Share: _3 @) Free busy information

~) Free busy information induding subject and location

~1 All information

[C]1 want to request permission to view the redpient's Calendar folder

You can simply enter the userid of the person you wish to share your calendar. Or, click on the

Ll To... putton and select the person or persons you need to give access to.
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() Defau Gatel Address List » Jennifer Keir

0 arsioce Arange byl Mare - A 00 top Cantat M o
h Service - cvel pex DO vex Uwoo D
Sturn cther as0es b ¥ o o oc I
o0 A2 S0 S8R 42E7 x2)031
Ut Esdhargeieralelnierugtions Buees uwaleruo o
I s Inforrenatite o Comgalles Scwrace (CAUF)
ol it} St vwi Unwineto £a
Organiatie 3
4 My Cortacts © 157-CS8

&4 Contacts g

Name

Corputng Facitty (VoY

privet@devex wwaterion oo
Jrw Diycson

St of Opecesetry

Powvred Crbwves unuterim ca
Jre Marstal

Prrde Sestemms aovt Tedtmodgy

el dev e materkoo. co

kw‘ ) m

f oone G #I

You are returned to the email. Click on Send to finish.

6.2 Monitoring Access to Your Calendar
Click on Share, then “Change Sharing Permissions...”

e

Outlook Web App

Coencar > August

< AUQIJ';C' 2010~ » New « Delete Go 1o Today :ag a ‘vlew- -
¥ WY 5 g Ard Catendar.,

S > 23 __ s ‘ .
3. Moncay £ 1 C

:z::::;’: v &l hare This Calendar

SBITBVYPN . g e SN —

233 3¢5 sl g N Pl Thi ciar To Intweret

29 3031 01 02 03 04

4 08 07 08 % 10 11

& Wy Calenclars

You will see the list of people who have access to your calendar:
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g n N
& Calendar Permissions - \‘fmigws Internet Explorer 8 = =l

|_$ https://devex.uwaterloo.ca/ecp/customize/ calendarsharing.slab?id=LgAAAAD g GkKr ﬁ l

Calendar (7]

Calendar Permissions let you see who has access to your calendars and the

permissions granted. You can stop sharing a calendar by selecting a name and
clicking Delete.

Calendar permissions that have been customized using Calendar Permissions in
Outlook can't be changed in Outlook Web App.

Eedt X | &

Shared With # |Permission Granted
Jennifer Keir Reviewer

l Michelle Mank Reviewer

|| William Lewis Free/Busy time

Those marked as “Reviewer” can see everything in your calendar. Those marked as “Free/Busy

time”, can see when you are busy but not what you are doing. You can remove permissions by
selecting a name and clicking delete.
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7 Day Events, Availability and Vacation Times
To note your vacation time in your calendar, you will want the entire day to show as Out of
Office. Outlook shows all day appointments above the day’s other appointments.

¢ Create an All-Day Out of Office appointment

1. Navigate to the date of your vacation and double-click in the grey area above the work-
day.

Outicok Web App Exchange Program

Rt urn
BN ADNBNDS
X2y Amm»nn

24 T

2. An Appointment form opens and the option for an All day event is preselected.
3. Change Show Time As to “Away”.

4. Enter the Subject of Vacation and any other information needed.

" 48 Untitied Appointment - Windows Intemet Explorediiil B . o 5 S
| @ Mtpn// oever unaterkoo.ca exke et ) A et & AAAADGGKS $15Cel MU % |
and Ciase CC-H ! NS ¥ 0 |
Appomtment Scheduing Assistant
Subject Vacatan
Lacation, Far away
Start time Tue 19,07/2011 v 4| All-day avent

End time Tue 15,/07/2011 v

7| Remnder; 15 mnutes v 'Show[|1|2.6331 Prwvate
Tahoma v10¥y B I U =i ik iE W, A,

5. Click Save & Close.

6. Notice that there is an entry above the day for your Vacation event and the whole day
shows in a different colour.
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7.1 Advising Colleagues of your vacation

In order to display your vacation time in your colleagues’ calendars, you will need to create a
separate booking and invite them to it. The new booking will show time as Free, since your
colleagues are presumably not joining you on your travels.

¢ Add your vacation information to others’ calendars
1. Create a new all-day event by double clicking below an existing vacation entry.
2. Inthis booking, Show Time as Free and click on Invite Attendees.
3. Click onTo and select any other people you would like to inform about your vacation.

4. You can probably deselect “Request a response to this invitation”.

r_—?é Untitled Meeting - Windows Internet Explorer o 5 A
|g https://connect.uwaterloo.ca/owa/?ae=ltem8&a=New&t=IPM.Appointment&fld=LgAAAADG2D2ZXxRkQ40woHeO Oxy CA( % I
Send W 0 B O & V- ! ¥ B & HM v (7

Appointment = Scheduling Assistant
To.. William Lewis; Jennifer Keir;
Optional...
Resources...
Subject:
Location: [TIRequest a response to this invitation
Start time: Fri 10/12/2010 v [v] All-day event
End time: Fri 10/12/2010 ¥
[¥] Reminder: |15 minutes v Show time as: | Free v [] Private
Tahoma vilov B I U = i= E = . A- ¥
i 77777 € Internet | Protected Mode: On g v ®100% ~ 'J

5. When you are done, click Send.
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8 Printing Your Calendar

There may be times when you want to print your calendar. For example, you may want to print
your weekly calendar to post on your door. You may want to post a room calendar on a door.
And you may want a copy of your weekly or monthly calendar if you are going to be in a location
where there is no internet access.

1. Select the printer icon, shown below:

2. The following window will open:

& Cotendar Prnt - Windows Intemet Expiorer [ =
| @) Metpa /ey re uwatedon cai sua ! Tae = Faldmt= IPF AppastmdSid=| SAAAADGG DS TUIS I ol INAL DT en? ggEay & |
Printt. Day Week Month
|
— — Print view: Standard -
R RTEERT STCREEE |
b ol TR R Print from: 500 AM v ‘
S I X 3 .
s e To: 500PM -
e B Tedn (X Sewes T e N — ]
- ¥ Only prnt work days
Print detaied agenda along with calendas
"E -
W
“ A r’
2™ ‘
L0 - =
e
T - ‘
Lam ‘
- ‘
Prot Cancel
{Done 1 (@ tetivskioniMedeOs - mx - |

3. Select the view (Day, Week, Month), the times, and select “Print”.
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