OUTLOOK 2010

Instructional Steps

Create an Appointment in the Calendar

1. From the shortcut menu click “Calendar”

) Mail

Calendar

=

8=
] Tasks

Contacts

o] 3 (8] -

By the “Day”.

Choose your view.

@9 F = Calendar - Mailbo - Broxholm, Thomas G. - Microsoft Outiook - B =
Wame | Send/MeceFolder__Vien  Dewlaper Adds AdoberOF - @
= = R 2 B Find 3 Contact ~
ERL L] EE EIEE EEE K
= — [l Address Book
New W New | Today MNext? Week Month Sthedule  Open Calendar E-mail  Share Publish _Calendar
Appointment Meeting ltems - Days iew | Calendar - Groups ~ | Calendar Calendar Online - Permissions
New GoTo & Armange 5| Manage Calendars Share Find
« March2on r ¢
SuMo Tuwe Th Fr Sa 4 » March 10, 2011 Search Calendar (Ctrl-B) »
12345 o -
6 7 8 s[d0]u 12 L sy
1314 15 16 17 18 19 <]
021225324258 - E
27 28 29 30 31 8
o
. 9
e NATEF Meeting at Brealc 8-203; Rizzo, Clydie 5.
©
4[] Shared Calendars 10
[C] Rizzo, Clydiic 5.
11%
12pm
100
200
30
400
< —
[ mai
Tasks: 6 Active tasks, 0 Completed tasks Al
“ 1] Calendar
82| Contacts
[ Tasks
bl & -
Itemsi4 | All folders are up to date. [] Connected to Microsoft Exchange | D BB M 100% (=) U &) |

© TGB Computing




4. By the “Work Week”
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Or on the Home ribbon click on “New Appointment.
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Add the subject line, Date & Time. Click “Save & Close” Location is optional.
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