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Calendar

Click on the box here

o}

4 testtanya user

Calendar People

Faculty & 5Staff Bulletin: May 16 Mo
Monday, May 16, 2016 | Events Edition Today's Conteni
Inbox 1

_— ; Last week
rafts 4

Click on Calendar
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Viewing your Calendar

Calendar
,Q Search Calendar ':‘B' New | v € Share v = Print
«
< May 2016 > < > May 2016 v Day Work week Week Month | Today
SoMo oW T RS Sunday Monday Tuesday Wednesday Thursday Friday Saturday Tuesday, May 17, 2016 »
12 3 4 s & 7 ., . . ) c ) _
Mayl 2 3 4 5] b
8 9 10 11 12 13 14
15 1618 19 20 21
22 23 24 25 2 27 28 You can Set the
29 30 31
appearance of your
3 9 10 12 13 14 -
’ - -l Lo - = calendar with these
~ My calendars iCOI’]S
Calendar
Other calendars
16 17 18 19 20 21

You can also view
multiple calendars
at the same time
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Calendar Options

- a
Refresh \

Calendar appearance . YOU can Set the
D th | Today Click on the

Manage apps settings button and appearance of your

50 »

Offline settings go to Options Ca|?ndar W|th these
Change theme OpthﬂS

Options

H Calendar

(© Options

Shortcuts Ca|endar o ' S

» General
» Mail In this section, you can change settings for the following Calendar options:
4 Calendar

- 3 ®  Automatic processing — Control how invitations, responses, and notifications are handled,
Automatic processing p g—L W iny 3 :

Birthday calendar ® Birthday calendar — Add a calendar for keeping track of people’s birthdays.

Calendar appearance ® (alendar appearance — Customize the look of your calendar.

Motifications ® Text message notifications — Send notifications about calendar events to your phone as text messages. (Mot supported in some countries)

Publish calendar ® Publish calendar — You can publish a calendar, Use an HTML link if you want recipients to view the calendar in a browser or an IC5 link if you want them to subscribe,
Reminders ® Calendar reminders — Set reminders for items on your calendar.

OTHER
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New Appointment

@ New | v € Share v

Calendar event \ C“Ck on the New
Email message ' button or the ‘V’ to

g Dbirthday calendar - get more options
Add calendar »
T - - w Save [ Discard [§ Attach Charm v Categorize v 0 x
Details People % Scheduling assistant
Add a location Sort by w
Fill in H tstanya e
required Tue /772016 g Y p— . Al day
fields ooy ) e
You can add
al— - people and type in
Set a reminder > S your details
Add an email reminder |
G| B I U A & ¥ AT = = = V
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Scheduling Assistant

Click on
OK \ v OK X Discard ***

¢ > Tuesday, May 17, 2016 v Day Week (T

Untitled event
Set a. Start When testtanya user Tanya Anania
Time \ = e
ue 51720160 ¥ | |[1OOPM ¥
lna - - - g -
Ut Your invitee’s availability will
TeST/206 ¥ | | E0PM Y | appear here and allow you
— to do a busy search
Select 20| 5
\ﬁ.ttendees P
Attendees Add attendees
. in Busy
2 required 1 conflict |
testanya user
RMLECI11 (Free)
RM1GO4E (Free)
Tanya Anania X | R (e
BUE)’ RM2G07 (Free)
RMZRi48 (Free)
RM3C15 (Free)
Selecta | _» Add room -
Room S
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Tracking Attendance

= Send [ Cancel Replyall |v [ﬂ Attach @ Add-ins Charm v  Categorize v 0 X
Details People  [% Scheduling assistant
test Add people +
Sort by v v | Reguest responses

RM3C15 Change room

test[anya LISEr
s Organizer
Tue 5/17/2016 * | | 100 FM - All day .
Tanya Anania %
Accepted
End P
Tue 5/17/2016 v | [t30PM - e RM3C X
Accepte

Review Responses

When you open the meeting
the tracking of attendance is
on the right hand side

TIP

=
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Changing a Calendar Item

Send Update to
save and close

Make required changes

as needed
Send update to attendees
e If you make changes to the
Senupces aly 0 st or e invitees, you will be
prompted on who should be
N updated

Send updates te all attendees

Continue editing
Return to the event for more editing
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Changing a Calendar Item cont’d

-
[} test - Google Chro Co

https://email.uwinnipeg.ca/owa/?ae=Item&a=0pen&t=IPM.Schedule. Meeting.Request&id=Rg:
Reply Replyall Forward BE- &y @& X 13- . |
An updated Calendar item

test will be sent to invitees with
the change highlighted

testtanya user

Required: Tanya Anania; Technology Service Desk

Tuesday, May 17, 2016 3:00 PM-4:00 PM J X
Bl Froescnr. Mapss 2016 200 prr 00040 ?

Where: RM3IC15

Sent: Tuesday, May 17, 2016 12:59 PM

- Accepted by on 5/17/2016 1:00 PM

Description:
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