REMINDER: Emailed to a group account. Do NOT reply using the email group account.
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Looking for a date in the Date Picker and typing the
complete time format when sending an appointment or
meeting request can be time consuming.

Below are some ftips that will shave off some time when
creating appointments and meeting requests in Outlook.

NOTE: Productivl.Ly is a regular email publication of Information Security and
IT Governance under ICT. For comments and suggestions, kindly email:

ict-process@pilhuillier.com
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Other Options in Entering Calendar Date and Time in Outlook

Selecting the Correct Date and Time

Creating an appointment or meeting request thru Date Navigator or Calendar Area of Outlook automatically fills in the new
email appointment with selected date and time information.

From the To-Do Bar, go to Date Navigator and select (Left Click) a date.

ISEC/MS - M

Mail « | 4 InfoSec/ISMS To-Do Bar ».

Fovostte Folders ¥ Pi} ¥ q December 20118
Mal Folders ® Arranged By: Date Newest on top 'J]‘ SMTWTES
£] All Mail Rerws - 128
3 Yesterda 45 s 910
4 22 £GP Maib O - - 112 s 16 1w
‘a) Deleted Mems 05 L4 KT infosmatson Secuety Divigion Fri 7:01 AM | BYOARBNM
/3 Drafts [} o5eci0l: NoviB2011 Managing Your .. & BN W NN
3 . Inbox
S e A one

This will direct you to the Calendar Area and will display the date you selected.
Select or highlight the time, then Right Click on your mouse.
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Ay omatc formatting

Choosing the New Appointment or New Meeting Request will launch a new email form containing the selected date and time
information.

Appointment Insert Format Text
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Using Date and Time Shortcuts
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You can also lessen the time of selecting or typing certain date and time by using these shortcuts:

Unit Shortcut

Minute | m
Hour |[h
AM a
PM p
Day e
Week |w
Month | mo
Year y
Examples:

If you want to create an appointment three months from today, simply type 3mo in the date field of Start Time row and press

[Enter].
Stagt time: || Sat11/19/2011 v | (500 am
Engtime: | Sat11/19/2011 v [830AM v
P

Start tvme:l 3mal v ] 8:00 AM v
Eng time: | Sat11/19/2011 v 830 AM v
Start time: | Sun 02/19/2012 v | so0am v
Eng time: | Sun02/19/2012 v 830 AM ~

If you want to change the time from 8:00 AM to 8:30 AM, you can omit the colon ( : ) and just type 830in the time field.
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Eng time:

Engd time:

Engd time:

Start time:
Eng time:

Start time:
End time:

Start time:
End time:

Start time:

Start time:

Start time:

[Son G202

Sun 02/19/2012

Sun 02/19/2012
Sun 02/19/2012

Sun 02/19/2012
Sun 02/19/2012

5un 02/19/2012

Sun 02/19/2012

'Sun 02/19/2012
Sun 02/19/2012

Sun 02/19/2012

Sun 02/19/2012

v

v

<4 .‘1.‘.

‘ J

8:00 AM

8:30 AM
| 830

18:30 AM

9:00 AM v

Or type 30m to add thirty minutes to original time.

f 8:00 am v l
8:30 AM
-
18:30 AM v
|/8:30 am v ]
{900 AM
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