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OUTLOOK CALENDARING

1 Calendaring

1.1 Create a meeting in Outlook with the Scheduling Assistant (with busy search)

Open your Calendar by clicking on the Calendar icon.

E Rq e

For a meeting, select New Meeting.

File Home  Send / Rece

]

New

The Meeting Window will open:

}:_;_ From v Name.Surname@nwu.ac.za

Send Title

Required

Optional

Start time Sat 25/Jun/2022 7] 0900 v [Jaiday [] & Time zones

End time Sat 25/Jun/2022 =3 0930 v| 43 Make Recurring

Location

e Enter the Title of the meeting

e Add attendees and required in the Required field by clicking on the Required tab on
the left. The Global address book will open. Select attendees / .

e Select Scheduling Assistant from the menu to check the availability for attendees.

File Meeting

@ Calendar @ E

Outlook — Calendaring 1



e A Screen like this will display:

Monday, 20 June 2022 Tuesday, 21 June 2022

08:00 09:00 10:00 11:.00 12:00 13:00 14:00 15:00 16:00 08:00 09:00 10:00 11:00 12:00 13:00 14:00 15:00

Cloud en Appointments, Prosedures Teams se s Standug Outlook su|f Self-evalua

i 7 BN B

e Select a time suitable for the attendees and check the availability of the room.

Note: Please note the meaning of the colours:

M Busy FZ Tentative B% Out of Office EE Working Elsewhere X No Information [ Outside of working hours

e Click Meeting on the menu bar to go back to the meeting details.
e Add your notes in the message area.

¢ Toinclude an attachment/signature click Insert on the menu bar and select the item to include.

) BB [

Attach Outlook Business Signature
Filev Item Card > T

Include

e When ready, select Send.

B>

Send

1.2 Create an appointment in Outlook

The main difference is that appointments affect only your own calendar and in meetings you can invite
others. In appointments, you don't have the choice to invite others and self is automatically included.
Consequently, there is no option to Send but you finish it with Save & Close.

Open your Calendar by clicking on the Calendar icon.

E Rq LR

For a meeting, select New Meeting.

Outlook — Calendaring 2



File Home  Send / Rece

= &y |

w  New |
Appointment JMeeting ltems ~ |

Mew

The Appointment Window will open:

Title
Save &
Close Start time Tue 21/Jun/2022 E 08:00 v [Anday [ @ Time zones
End time Tue 21/Jun/2022 [T} 0830 ¥| <3 Make Recurring
Location

o Enter the Title of the appointment

e Enter the Start time and End time or you can select Scheduling Assistant from the menu to check
your own availability.

File Meeting

@ Calendar

Scheduling Assistant ) Insert

mg | |

e With the Scheduling Assistant a sreen like this will display:

Monday, 20 June 2022 Tuesday, 21 June 2022
08.00 0900 10:00 11:.00 12:00 13:00 14:00 15:00 16:00 08:00 09.00 10:00 11:00 12:00 13:00 14:.00 15:00

Cloud en Appointments, Prosedures Teams se sf Standug| | Outlook sujf Self-evalual cloufl en Appointments, Prosedures Standup Discl

7 BN N %

e Select a time suitable.

Note: Please note the meaning of the colours:

M Busy FZ Tentative B& Out of Office EE Working Elsewhere [ No Information [ Outside of working hours

Click Appointment on the menu bar to go back to your Appointment details.

Add a Location — See point 1.4

Add your notes in the message area.

Add attachments, if necessary, by clicking Insert on the menu bar and select the item to include.
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I = Z
Attach Outlook Business Signature

Filev H“em Card~ v

Inclucle

¢ When ready, select Save & Close.

Save &
Close

1.3 Calendar — Delegated access (old GroupWise proxy access)

Proxy access as it is called in GroupWise is known in Outlook as Delegated access.

When somebody needs access to another person’s Calendar, they can follow the next two-steps:
1.3.1 On the “manager’s” side:

Select File, Account Settings, Delegate access:

Delegates X

G Delegates can send items on your behalf, including creating and

- responding to meeting requests. If you want to grant folder permissions
without giving send-on-behalf-of permissions, close this dialog box,
right-click the folder, click Change Sharing Permissions, and then change
the options on the Permissions tab.

Add...

Remove
Permissions...

Properties...

My delegates only, but send a copy of meeting requests and
responses to me (recommended)

My delegates only

My delegates and me

Select Add and choose the other staff member’'s name from the Global Address book for example the name
of the personal assistant.
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Add Users X
Search: @ Name only () More columns  Address Book

Personal Assistant's namel Go |Off|\'ﬂe Global Address List - gerda.schillingt ~ ‘ Advanced Find
| Name Title Business Phone Location |

Personeeldienste A

;I':'-,PERTUNIA RAMOLAI Lecturer 103518

ﬁPESADEAN PAULSE Junior Lecturer ]

5 PETER BIGALA Temp Lecturer )

T2 PETER FILLIES Project Administrator 0

{F3 PETER IBIKUNLE Extraordinary Associate Profes ]

(3 PETER JERE Extraordinary Researcher 0

O peter Lekone Kitchen Assistant

£ peter Mahlangu Laboratory Assistant

3 PETER MAPHUTHA Temp Budget: Control Position 0

(53 PETER MOKGETHI Departmental Assistant 0

(£3 PETER MONTSO Temp Student Assistant 0

52 Peter Monyelo Senior Administrative Assistan +27183882575

£2 PETER NIEMAND Temp Student Assistant 0

{3 PETER NILSSON Ad Hoc Budget: Control Positio ]

,Q Peter Tawana Seniar Lecturer +27183892231

5 PETER WHITE Ad Hoc Budget: Contral Positio o v
£ >

oK Cancel

Select the options as in the image below. Please only select the Calendar

Delegate Permissions:  Personal assistant’s name x
i This delegate has the following permissions
Calendar  Editor (cam read, create, and modify items)

[] Delegate receives copies of meeting-related messages sent to me

.
o Tasks Hone bt

Fam
ey I Inbax Nane “
2 Contacts  None ~

Hotes Naone w

Dﬁu‘lﬁrﬂﬂlulh’ send a message to delegate summarizing these permissions
[Joelegate can see my private items

Cance

Click OK. At this point, after clicking ok, it sometimes it takes a while before completion, please be patient!
1.3.2 On the Personal Assistant side:

Select File, Open & Export, Other User’s Folder

Other User's Folder
&

Open a folder shared by another user.
Other User's
Folder

Click on Name and select the manager’s name from the Global Address book, click OK
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Select Name: Offline Global Address List x

Search: (@) Name only () More columns  Address Book

Manager's namel Go Offline Global Address List - gerda.schillinge ~ Advanced Find

| Name Title Business Phone Lacation
£ Mandi Dry Administrative Assistant +27169103077

£ MANDI LE ROUX Temp Lecturer o

£ Mandi Liversage Temp Budget: External Fund Con

£ MANDIE GELDENHUYS Senior Administrative Officer 992581

2 MANDIE HUMAN Temp Student Assistant o

£ Mandie Van Der Merwe Secretary +27182991421

2 mandla Bloom Senior Administrative Assistan +27183892269

0 mandla Myeza Specialist: Safety

5 MANDLA ZATU Ad Hoc Budget: Contral Positio o

3 MANDLAKAYISE THABETHE ~ Temp Council Member o

O mandlenkosi Sibiya Lecturer +27169103072

£ MANDY REID Temp Library Assistant 0

9 Manelisi Sambo Temp Budget: Control Position

52 MANFRED JANIK Ad Hoc Budget: Contral Positio o

£2 MANIE VOSLOO Professor 991669

52 MANINI SEGRANA Senior Kitchen Assistant o v
< >

Select Calendar as the folder type as shown in the next screen.

Open Other User's Folder Y
Mame... Manager's name
Folder type: | Callendar »

o] |

Please check your Calendar . The other person’s Calendar will display in another colour.
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