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Microsoft Outlook Exercise #2: Organizing Appointments 
You can use the Outlook Calendar to manage and organize your appointments in a variety of ways.  You can enter details to help you remember important information such as location or names of additional attendees.  You can also assign categories to help you sort your appointments.  Outlook includes a useful selection of categories including business, personal and miscellaneous.  You can, if you wish, create additional categories.  It is also possible to move, copy and delete appointments.
By the end of this lesson, you will be able to add details to an appointment, assign a category, move, copy as well as delete appointments.  We will not be using any practice files created in previous lessons for this exercise.
1. Divide into teams of two.

2. Power up the computer.

3. Log in to Windows 2000.

4. Launch Outlook by clicking on the Start menu, point to the Programs folder and click Microsoft Outlook.
5. Click the calendar button in the Outlook toolbar.

6. Select the Current View submenu from the View menu.

7. Click the Day/Week/Month selection.

8. Click tomorrow’s date in the date navigator on the right hand side of the screen.  Tomorrow’s schedule is displayed.

9. Click the New Appointment button in the top left corner of the screen.  It’s located just beneath the File menu.  The New Appointment dialog appears.

10. In the subject field, type “Dentist”.

11. Click on the location field immediately beneath and type “room 105”.

12. Make the start time 9:30 A.M.

13. Make the end time 10:30 A.M.

14. At the bottom of the appointment form, click the Categories button.  The categories dialog appears.
15. In the Available Categories pane, select “Personal”.

16. Locate a category titled “Expense” in the Available Categories pane.  Do one of the following:

a. If it’s NOT already listed: 
i. in the “Item(s) belong to these categories:” pane, type “Expense”.

ii. Click the Add to List button.  The Expense category is added to the list and is selected.

b. It IS already listed: select the category.
17. Click OK.  Now the selected categories “Expense” and “Personal” are added to the categories field in the appointment form.

18. Click the Save and Close button.  The appointment is added to the calendar.

19. Now let’s move the appointment.  Point to the left border of the Dentist appointment.  The pointer becomes a four-headed arrow.
20. Drag the appointment to the 11:30 A.M. time slot.  Now this appointment is scheduled at 11:30.

21. Point to the left border of the appointment so that the four-headed arrow appears as before.

22. Click once.

23. Select the copy command from the Edit menu.

24. Now select the Paste command from the Edit menu.  Another instance of the appointment appears for the same day.
25. Point to the left border of the second instance of the appointment and click on it.  The appointment is now selected.
26. Select the delete command from the Edit menu.  The extraneous instance of the appointment is now deleted.

27. Call your teacher for a grade for today.

