FAQ 3- How to setup a calendar for use in your SharePoint site

To create a calendar in SharePoint, first decide what site you want to create it on

| am setting mine up on my SharePointDemo site

Go to SiteActions — Click Create

In the Tracking Column — Click Calendar

Give your calendar a name that relates to what class you are setting it up for. | am just calling it

vk wN e

DemoCalendar — then click Create
6. Click on Actions — Connect to Outlook — It will look like the figure below.

Microsoft Office Qutlook

Connect this SharePoint Calendar to Outlook?

You should only connect lists from sources you know and trust,
SharePoint Demo - DemoCalendar L
http: fin002.k12.5d.us/sharepointdemo Lists/DemoCalendar

To configure this Calendar, dick Advanced. h
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7. |
8. Click Yes

9. You will have to put in your username and password, like it shows in the figure below.

Connecting to jn002.k12.5d.us,

|
User name: | kizsd1yjnooz v

Fassword: |

[ ]rRemember my password

[ OK, ][ Cancel ]

10.
11. Now to add items to your calendar, | recommend you use your Outlook Anywhere E-mail. So open

up your e-mail.
12. Now you will need to make sure you are on your calendars view.

13. You will notice | have a category called SharePointCalendars- It used to be named other calendars.
Like the figure below.



[~ Computer Science - Computer T Calendar in SharePoirt Lists - Microsoft Outlook =l

! File Edit Miew Go Tools Adions Help Adobe POF Type a question for help 1=

P HNew - | g K B | B g8 | Today | [l Searchaddressbocks -+ | (@) (W @ﬁ B g
iEal | @Back @ | A [& | ¥ | E] | Day/WeekMonth -
Calendar « —W”_" Week | Menth
1 Sl RO 4 (@ (- Search Computer Science - ComputerI v ¥
TR (€ () November 30, 2009 Search Comy puter 1 O v

L300 ete o e Tl o |Click here to enable Instant Search |
12 3 & 5. 6 F

& 9310 1112 13 14
15 16 17 18 19 20 21

22 23 24 25 26 27 28 e T) T— Maonday — ) — Maonday —— - — Monday —
ol 1 2 3 4 s _ 2
é] All Calendar Items - gam Chapter 2 PowerPoint Lab 1 and 2 are :J Lessons 1, 2, 3 & 4 are due on Tuesday J
People's Calendars R
-~ g oo Click to add appointment |
il nee - Computer I
omputer Il - Desktop Publishi S
harePaint Dema - DemaCaleny 10
How to share Calendars &
11
Open a Shared Calendar... . |
Share My Calendar... 12 6m
Send a Calendar via E-mail...
Publish My Calendar... 103
Add Hew Group =
— 00
) man &
| Show tasks on: Due Date ¥
s Deubrook Area Contract Offer r e
=
Contacts ﬁ Sonic ) v
@ ﬁ Sonic Wall 3440i CDP 2y 4
AW B

~ DemoCale... fél FAQ 3 Ho... @ computer... [E';'l RICIR % = re Lol U_°

15. Now you can select the calendar you want to add an assignment to. In this case | am selecting my
DemocCalendar.

16. | can then click on one of the following Views- (Day — Week — or Month) | usually click on Week and
then | double click on any time period. It looks like the figure below.
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Then when you double click on a time a figure like below pops up. Then fill in as much information

as you want. | normally only put something in the subject area. | also change the time to from 15

minutes to none. This way you don’t have all kinds of e-mail alerts popping up.
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In Shared Folder: % SharePoint Demo - DemoCalendar
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Then click Save and Close

Now go back to your SharePoint Demo calendar. You will have to click —~View and Refresh Now you
should see that it now has the event on your calendar.



