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MMaannaaggiinngg  YYoouurr  CCaalleennddaarr    

In Calendar, you can create d ifferent business and personal calendars, schedule 

appointments and meetings, set up recurring activities, set your free/ busy option to 

show your schedule, and share your calendars with others. 

To open the Calendar view, select the Calendar tab. The Work Week view is the 

default and is d isp layed when Calendar is opened the first time.   

 

Creating calendars 

One calendar is created for you, and you can create additional calendars to keep 

track of d ifferent types of functions. For example, you can create a calendar for work, 

for personal, and for company activities. You can also create calendars and 

synchronize the activities to your Web Client Calendar from calendars you keep on 

other websites. 

Personal calendars can be maintained separate from your business calendar. You do 

not need to share your schedules on these calendars. You can select the option to not 

show your schedule in the free/ busy report. When you do this, others cannot view 

your schedule to select available times to schedule a meeting. 

When you select a color for your calendar, activities are d isp layed with this color as 

the background. If you have multip le calendars, the color code makes it easy to 

identify activities for a specific calendar. 

To create a calendar: 

1. In the Calendar application, right-click on Calendars and select New Calendar. 

2. In the Create New Calendar d ialog, type the name of the calendar and select a 

color to d isp lay the Calendar activities. 
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3. If you do not want to include this calendar in the free/ busy reporting, check 

Exclude this calendar when reporting free/ busy times. 

4. Click OK. The new calendar d isp lays in the Calendar list. 

To create a calendar and synchronize appointments from a remote calendar: 

 Unlike other calendar options, the option to synchronize appointments from 

a remote calendar is only available when you create your new calendar. 

Before following these instructions, be sure to have the URL to your iCal 

remote calendar. 

1. On the toolbar, click  and select New Calendar, or select the Calendar tab 

and in the Overview pane right-click and select New Calendar. Select a color to 

d isp lay the Calendar activities. 

2. If you do not want to include this calendar in the free/ busy reporting, check the 

box for Exclude this calendar when reporting free/ busy times. 

3. Check the box for Synchronize appointments from remote calendar. Enter a valid  

iCal file URL for the remote calendar. 

4. Click OK. 

Printing a calendar 

You can print ind ividual calendars in any of the views. The meetings are d isp layed 

per day.  If you print a view that includes more than one calendar, all the schedules 

are combined, but the printed calendar does not specify the ind ividual calendar 

names for the activities. 

To print a calendar, select the calendar and d isp lay the Calendar view to printð

Daily , Weekly, or Monthly . Click  on the toolbar. Your printer d ialog appears and 

the Calendar view to be printed d isp lays. 

Deleting calendars 

You can delete any calendar in your Calendar list, except your original calendar.  

To delete a calendar, in the Calendar list right-click on the calendar. Select Delete. 

The calendar is immediately deleted. There is no undo. 

 Meetings that were created from this calendar are not automatically deleted 

from invited attendee's calendars. 

Customize your Calendar view  

When you are in the Calendar view, you can set up how you want to view your 

calendars, whether by day, work week (5 days), 7-day week, or 

month. You can even set which day of the week is the first day in 

your work week. 

You can change your view at any time from the Calendar toolbar.  

Changing the Calendar view from the toolbar only changes the view 

for that session. You can set your default initial Calendar view from 



 

 

 

the Options>Calendar tab. The views are as follows: 

 Day view is one day's activities 

 Work Week view d isp lays Monday through Friday activities 

 Week view d isp lays seven days of  activities  

 Month  view d isp lays a month's activities 

 Schedule view is used when you have more than one calendar. Each calendar is 

d isp layed in a separate column 

You can also set the day that d isp lays as the first day of the week, so if your work 

week starts on Wednesday, you can view calendars that start the week with 

Wednesday. 

Viewing multiple calendars  

You can view your d ifferent calendar activities, d isp layed by the calendar color in 

one calendar view. If you have more than two or three calendars, viewing them this 

way can be confusing. The schedule view lets you see multip le calendars selected 

from your calendar list. The Content pane shows a time bar, a free/ busy ind icator, 

and the calendars side-by-side. Each calendar name is d isp layed in the header. 

All of your calendars including shared calendars are visible in your calendar list. 

Each calendar has a check box to the left of its name. Check the boxes for the 

calendars you want to view. 

 

The All  column is a color-coded free/ busy ind icator for the viewed calendars. White 

means that no activity is schedule at that time on any of the shown calendars. As 

more calendars have activities scheduled at the same time, the color in the Add  


