How to Use Outlook for Meetings and Calendar
	Introduction
	This document describes how to set up a meeting and reserve a meeting space using Outlook. 


	Caveat
	The complete functionality of Outlook is not covered by this document. What is covered is the minimum information needed to set up a meeting, invite participants and reserve a room. Some Calendar functionality is also covered. Prior experience with a computer and a mouse may be required.


	Reserving a Meeting Room.
	Follow the steps in the table below to reserve a meeting room. 
Click on the following:

Step

Action

1

The Outlook icon on your desktop or Start menu.

2

The Folder List rectangle which is in the lower left corner of the screen.

3

The plus sign for Public Folders. This is located on the left side at the bottom of the list located about the Mail Rectangle. 
4

The plus sign for all Public Folders. You may have to use the slider bar to navigate down that small page.
5

The plus sign for Zig Resources. Once again, you may have to use the slider bar to navigate down that small page.
6
The plus sign for the floor on which you want to reserve a meeting room. Once again, you may have to use the slider bar to navigate down that small page.
7
The icon for the room you wish to reserve (Note: do not double click). A calendar will fill the center and right portions of the screen. 
8
Double click on an empty portion of the day required. A pop up window will appear titled: “Untitled – Appointment” or “Untitled – Event.” 

9
Go to Step #1 in Meeting Window Completion in the table on the next page. 
 

	Meeting Window Completion 
	Follow the steps in the table below to complete the pop up window for a meeting. 
Step

Action

1

Click on the subject line and type in the subject of, or a title for your meeting.

2

Click on the “Location” line and type in the meeting location. Using the arrow to the right of “Location,” may enable you to select a meeting location. This can be a meeting room, cubicle or office. 
3

Check the date shown to ensure it is the correct one.

4

Use the arrows to select your start and end times. You can type those times in the boxes if you prefer. If this is an all day event, you can check the box of that name. Generally it is preferable to select a start and end time because if you select “All Day event” the meeting will be shown at the bottom of the day and not fill the entire day’s time. 
5

Click on the paperclip icon to attach information you want the attendees to have/review for the meeting. 
6

If the meeting is extremely important, click on the red exclamation point on the tool bar.
7

For the meeting you can invite participants. Click on the Invite Attendees button on the tool bar. 
· This will open a popup window which is the address book. 
· Type the last name of those you wish to attend. 

· When you have the right name, click on the button for “Required” or “Optional” depending on how critical it is that they attend.
· Repeat until all desired participants have been selected.
8
If this is a recurring meeting, you can select the recurrence button on the tool bar and a pop up window will appear. Make your selections and be sure to choose an ending date/number of occurrences.  
9
Click on the Send button. This button will change from Save and Close into Send, after you invite attendees.
 


	Participant’s Accept or Decline 
	You will receive an Outlook message when participants accept or decline the invitation. You can also see a summary of who has accepted/declined by clicking on the meeting and reading the upper grey bar.


	Amending the Meeting
	You can add participants or change any information in the meeting window. This amended information can be sent using the “Send Update” button on the tool bar. After clicking on the “Send Update” button, a popup window will ask you to decide who should receive it. Click on the circle for all attendees or added/deleted attendees.  


Changing Calendar Permissions

	Changing Calendar Permissions
	The following table is used to enable other DGS employees to review your Calendar in Outlook. 
Note: Your permissions can be changed globally when at step 5. Click the down arrow to the right of Permission Level and click on reviewer. This will enable all DGS employees to read your Calendar.


	Step
	Action

	1
	Open Outlook 

	2
	On lower left corner click on Folder List

	3
	Right click on Calendar icon on left side at the top.

	4
	Click on Properties at the bottom

	5
	Click on Permissions tab

	6
	Click on Add

	7
	Type in names needed and click on OK. Repeat as often as needed.

	8
	Click on Apply

	9
	Click on OK


	Viewing Another Person’s Calendar
	To enable you to add other’s calendars so that you can view them, use the table below. If the name is already on your list, click on the box next to their name.  The name is listed in the middle portion of the left side column.


	Step
	Action

	1
	Open Outlook

	2
	Click Calendar on the lower left corner 

	3
	Click on “Open a shared calendar,” under “My Calendars” in the left column. If “Open a shared calendar,” is not visible, use the blue slider to move to the bottom of that window.

	4
	Click on Name in the popup window

	5
	Type name and click OK. Their calendar will show automatically.


