Microsoft Outlook Calendar Tips & Tricks

For Mac
Share your Outlook Calendar
e Open your Outlook Calendar:
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e Right click on Calendar and select Sharing Permissions:
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e Select the plus sign (+):
Calendar Properties

General  Permissions

User Permissions

My Organization Can view when I'm busy <

)

Done
.

. Type the name of the person you’d like to share with. When the name appears on the
list, select it.

Q, Diane

Diane D'Angelo
ddangelo@suffolk.edu

Dyane L. O'Leary
dloleary2@suffolk.edu

Saintil, Diana
Diana.Saintil@su.suffolk.edu

Dyane O'Leary
dyane3@hotmail.com

Diana R Chiang
drchiang@suffolk.edu

Younker, Diane
Diane.Younker@suffolk.edu

Permissions:  Can view all details




Select Done. Your calendar has now been shared:
Calendar Properties

General Permissions

User Permissions

Diane D'Angelo Can view all details

My Organization Can view when I'm busy
+
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Create an Outlook Calendar Event from an Email
e Right click on the email you've selected and click Create. Select Meeting.
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e Assign a date and time to the event--whenever you'd like the task to be due. Then click
Send to save.

Busy () MarkasPrivate &3 AttendeeOptions [ Scheduling Assistant 2 Attach () zoom -

< [ > Tue, Nov 22 2022

Calendar (awherren@adm.suffolk.edu) ~

Al day

9% Your password will expire in 4 days 8AM

o AnnaKatherine Wherren  Suffolk University Optional 8:00-9:00 AM Everyc

© 122/2022 @ tom 8:00 AM O

to 900AM Alday € CLZ

Avallable times: Tue, 11/22 8:00 AM - 9:00 AM  9:00 AM - 10:00 AM  10:00 AM - 11:00 AM

& Does not repeat 10 AM
© Addalocation W Teams meeting
£ 15 minutes before AN
k.zoom.us/j/
98753106686?from=ad
Calibri =|n =~ T U S5 ¥ex X I =v = o= & B~ © oo Diane D'Angelo =
&
12PM
From: Suffolk University <autonotification@suffolk.edu>
Date: Friday, November 18, 2022 at 3:01 AM 1pM
To: AnnaKatherine Wherren <awherren@suffolk.edu>
Subject: Your password will expire in 4 days
Suffolk University policy requires users to change their University email/wireless access password every 120 days. 2pM
You are receiving this email because the for the account Wherren will expire in 4 days, on
November 22, 2022. Please go to the Suffolk University Change Password page and complete the password change
process. o

Employees who are working remately with a Suffolk issued laptop, please connect to Pulse VPN before changing your
password.

@ee




Your event now appears in the calendar, and you won't forget that task you need to
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Color Coding and Merging Your Outlook Calendar
e Open your Outlook Calendar.
e Right click on Calendar:
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e Go to View. Click on the Color. Select your preferred color. This will assign that color to
your personal calendar.
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Click on United States Holidays in the left panel.
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Go to View. Click on the Color. Select your preferred color. This will assign that color to
the calendar of United States Holidays.
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Check both calendars. This will display both calendars as one. The different colors will
help you identify the different calendars.
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