Welcomel

The tech talk will begin soon.
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This presentation is being recorded.

The recording and materials will be available afterwards at
It.miami.edu/TechTalk



http://www.it.miami.edu/techtalk

Have a question during
the presentation?

UNIVERSITY : :
OF MIAMI Select Show Conversation (if necessary)

&,ﬂ— Enter your question in the Meeting chat.
Type your question in the compose box.

Click the Send icon.
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PRESENTERS
..‘/"'_\
CELIA MCFADDEN // “'A‘\ LY DANIELLE OLSON

UNIVERSITY H- <R Manager,
OF MIAMI | = | Integrated Solutions Support

—————————— W A= UM Information Technology

Microsoft Learning Consultant
Riddle & Bloom

MODERATOR

EDGAR RODRIGUEZ
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TECH THAT WORKS FOR U

Maximize Your Outlook Calendar




Scheduling Meetings

Meeting Insights

Calendaring Sharing and Delegation
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Additional Calendar Features

Next Steps
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Scheduling Meetings

Outlook for PC

1. Click New Meeting.

2. Selectvirtual meeting option.
(Teams or Zoom)

3. Add meeting details and send invite.
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File Home Send / Receive Folder View Help
1
o i [ + B e e
AR Browse Groups @ Address Book
L New New Teams | Today MNext Day Work | Week | Month Schedule Add Share
” Meeting 7 Days Week View Calendar ~ Calendar ~
E Teams Meeting GoTo [ Arrange [ Manage Calendars Groups Find ~

<

- . Today Tomorrow = Friday
. Today || < 5| April 11 - 17, 2021 Koty Texas = €25 1000 con, Tomorow gy Prday
Example Meeting - Meeting £ Search L [l = =
heduling Assistant Insert Draw Format Text Review Help

= @ mo 3 3

m 2 X8 EDBUW E < Recurrence . ’

Delete - Cancel 2% g 15 minutes . Categorize Add a Zoom Settings MNew Insights View
Invitation 5 ~ = Meeting eeting Poll Templates

eeting Notes Attendees Options Tags Voice Zoom FindTime Add-in | My Templates ~

3

danielle.vogel@usmie.com

From
=

v @] Title Example Meeting
Send
Required @ Jennifer Jury: © Shavonne Smith:
Optional
Start time Wed 4/14/2021 E %30 AM w || Central Time (US & Canada) v [ All day @ Time zones
End time Wed 4/14/2021 B3| 10:00 AM w|| Central Time (US & Canada) w| % Make Recurring
Location @ Roem Finder
=
Items|




Scheduling Meetings

Outlook on the web

1. Click New Meeting.

2. Selectvirtual meeting option.
(Teams or Zoom)

3. Add meeting details and send invite.

UNIVERSITY
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B Send ]ﬁ[ Discard ﬁ; Scheduling Assistant Busy g Categorize ~ El Response options o

Calendar  ~ € > Wed, April 14, 2021

Example Meeting T&I1C
o Jennifer Jury X 0 Shavonne Smith X Optional

4/14/2021 1200PM v to 1230PM v @ Alday @ )

Free: Wed 4/14 12:00 PM - 12:30 PM | 12:30 PM - 1:00 PM Mon 4/19 10:30 AM - 11:00 AM

Repeat: Never ~/

Search for a room or location Teams meeting @

45 min Intervals & Arms Ride with C
Remind me: 15 minutes before v

Add a description or attach documents

- = © 2 &2 &

i)



Scheduling Meetings

Outlook Mobile App
1. click the @ .

2. Click Create Event.
3. Add meeting detalls.
— Title
— Invitees (People)
— Online meeting options
— Description
4. Click check /" to send invite.

UNIVERSITY
OF MIAMI

VILL catcnup ¥ MICrosort ieams wvieetng

M
Bi-weekly MLC Prog Bi-weekly MLC Progi

C19 Microsoft Surface Deployment
Project - Status Meeting

3 PM

4 PM 9
45 min Intervals & Arms Ride with Cody Ric

Updating...
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Scheduling Meetings

Outlook for Mac

Organizer Meeting Format Text

O O B

Send Cancel Appointment Scheduling

1. Click Meeting.

2. Selectvirtual meeting option.
(Teams or Zoom)

Subject:

3. Add meeting details and send invite. |

Duration: 30 minutes @  All day event
Starts:  4/15/2021 [5| 11:00 AM

From: Calendar - @miami.edu

Ends: | 4/15/2021|[57| 11:30 AM

(1) This invitation has not been sent.

UNIVERSITY
OF MIAMI

Calendar New Outlook @I Q Search

)

Day Work Week Month Open Shared @ Address Book
Week Calendar =

Untitled « Meeting « Calendar « @miami.edu

[a]s]
O U= = & @ |
Recurrence Request Allow Allow Room @ E] Dictate Meeting GIPHY
Responses Proposal Forwarding Finder Notes oll

Q,
Add a Zoom
Meeting
85}
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Scheduling Assistant

Use the Scheduling Assistant to find time to meet with colleagues or students in the UM tenant.

Outlook for PC

Create meeting.
Select Scheduling Assistant tab.
Scroll to find time all invitees can meet.

1.
2.
3.
4. Return to Meeting tab.

UNIVERSITY
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Example Meeting - Meeting £ Search
File Meeting Scheduling Assistant Insert Draw Format Text Review Help
o | & £ = - O
e % £ 0 52 =@ o DDI?' 0 ® < B 5
) R
Delete e Join Teams Settings | Meeting Cancel © .Q. 15 Finites . il Categorize ~ Dictate | AddaZoom Settings New Insights View
Meeting = Motes Invitation Q o & \l/ Meeting Meeting Poll Templates
Actions Teams Meeting Meeting... Attendees Options Tags Vaice Zoom FindTime Add-in | My Templates| .~
ﬂYou haven't sent this meeting invitation yet.
% From daniellevogel@usmie.com
Title Example Meeting
Send
Required Shavonne Smith: @ Jennifer Jury: ' Andrea Tseng-Rioux: |
Opticnal
Start time Wed 4/14/2021 E 2:00 PM w | Central Time (US & Canada) »| [ All day @ Timegzones
End time Wed 4/14/2021 E 3:00 PM - Central Time (US & Canada) w| <% Make Recurring [ \§
Location Microsoft Teams Meeting [, Room Finder

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Or call in (audio only)
+1 469-998-2286.731614977# United States, Dallas

Phone Conference ID: 731 614 977#
Eind a local number | Reset PIN

S S T S S
In Shared Folder é Calendar - daniellevogel@usmie.com

-

Last modified by daniellevogel@usmie.com at 1:34 PM
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Scheduling Assistant

Use the Scheduling Assistant to find time to meet with colleagues or students in the UM tenant.

B> Send [i] Discard [F Scheduling Assistant Busy v {J Categorize ™ [E] Response options e
Calendar < 2 Wed April 14, 2021 W2

L3 Example Meeting Taic o8

O Ut | O O k O I I t | l e We b je 6 Shavonne Smith X @ Andrea Tseng-Rioux X 1@ Jennifer Jury X Optional

® 471472021 & 2:00 PM to  2:30 PM @ A”C*BY@)

Create meeting.
Select Scheduling Assistant tab.

: 1:00 AM - 11:30 AM | 11:30 AM - 12:00 PM 12:00 PM - 12:30 PM 1 PM
Free: Tue 4/20 11:00 AM - 11:30 AM | 11:30 AM - 12:00 PM Wed 4/21 12:00 PM - 12:30 PM 45 min Intervals & Arms Ride with €

> Repeat: Never \/

Scroll to find time all invitees can meet. Teams meeting @)
Return to Meeting tab.

Hwn =

v &5 @ 2 & [
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Scheduling Assistant

Use the Scheduling Assistant to find time to meet with colleagues or students in the UM tenant.

Outlook for Mac

Create meeting.
Select Scheduling.
Scroll to find time all invitees can meet.

Click Appointment to go back to the
meeting details.

Hwn =

UNIVERSITY
OF MIAMI

Organizer Meeting

Untitled - Meeting - Calendar - 1SS Mbx

Format Text

@ O E 4 LR
Send Appeointment Scheduling Skype  Teams I;l 15 minutes

Meeting Meeting

Duration: 30 minutes @ | All day event
Starts: | 4/15/2021 E 1:00 PM
Ends: | 4/15/2021 E 1:30 PM

(I) This invitation has not been sent.

Show work hours only

All Attendees
ISS Mbx (organi...

& lbis, Sebastian
o

e

14 Thursday, Apr 15
9 AM 10 AM

Tentative W Out of Office

o BORs =

Recurrence Regquest Allow  Room @ EI
Responses Proposal Finder

No Information
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Scheduling Recurring Meetings

Example Meeting - Meeting Series £ Search

File Meeting Series Scheduling Assistant Insert Draw Format Text Review Help

e & 6f [£l8 &8 |- g o8 i G
O u t | O O k fo r P C Delete s e Teams Meeting Canil 'UB Q 8 frindies V Categorize \:, D::te Adgom sﬁs 5 Insights VIE’:

Meeting MNates Invitation <_'"—_| o Meeting Meeting Poll Templates
Actions Teams Meeting | Meeting Notes Attendees Optians Tags Voice

o‘rou haven't sent this meeting invitation yet.
1 instances of this recurring appointment conflict with other appointments on your Calendar.

1. In the Options panel, click Recurrence. s

Sy Title Example Meeting

2. Setyour Appointment Recurrence preferences:
— Start/End times & Duration T

— Recurrence pattern:
Daily/Weekly/Monthly/Yearly

— Range of recurrence: Start & End date
3. Click OK.

E\ Room Finder

I —

n Shared Falder £%% Calendar - danielle.vanel@usmis.com
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Scheduling Recurring Meetings

B> Send [i] Discard [F Scheduling Assistant Busy v

Calendar

Outlook on the web S——
jo g)enniferJury X °Shavonne$mlth X Optional

9 4/14/2021 B 12:00PM Vv to 1230PM v & Alday@ )

1 ° SeleCt Repeat: Never dropdown arrOW. Free: Wed 4/14 12:00 PM - 12:30 PM | 12:30 PM - 1:00 PM Mon4/19[:§30AM-H:OOAM

2. Select Custom to create a specific recurrence s e
patte rn : Q Search for a room or location Teams meeting @

_ Sta rt d ate Remind me: 15 minutes before \/

— Recurrence pattern:
Daily/Weekly/Monthly/Yearly RO % 2D

— Range of recurrence: Days & End Date
3. Click Save.

PM
45 min Intervals & Arms Ride with C

UNIVERSITY
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Scheduling Recurring Meetings

New Event
X
° Calendar

Outlook Mobile App

© All Day

1. Select Repeat. Moo Aor 14 100 B 2:00 P1
2. Select recurrence pattern: o SRS
— Daily/Weekly/Monthly/Yearly
— Interval: every 2 weeks, etc.
— On days
— Until (End date)
3. Return to invite.

@ Time Zone

) Location

i Teams Meeting

Description

> Repeat None >

L Alert 15 minutes before >

o Show As Busy >

Y Private

UNIVERSITY
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Scheduling Recurring Meetings

Outlook for Mac

1. In the Organizer Meeting tab, click Recurrence.

2. Set your Appointment Recurrence preferences:
— Recurrence pattern:
Daily/Weekly/Monthly/Yearly
— Range of recurrence: Start & End date
— Start/End times & Duration
3. Click OK.

UNIVERSITY
OF MIAMI

Untitled « Meeting

Organizer Meeting  Format Text

S B B

Send Cancel Appointment Scheduling

From: |Calendar - ISS Mbx
To:
Subject:
Location:

Duration: 30 minutes ~ All da

Repeats:

(S)- b

Weekly <

Skype Teams

« Calendar « ISS Mbx

& [ Busy

Q 15 minutes

Starts: | 4/15/2021|[3 | 1:00°

Ends: | 4/15/2021|[5]| | 1:301

(I This invitation has not been sent.

Every:

On:

Start date:

End date:

Start time:

End time:

Duration:

1 week(s)

4/15/2021

SIM|T|WEE|F|S

s
(G

Aru,
By ¢ 10/15/2021 [

1:00 PM
1:30 PM

30 minutes @

Cancel

llow Room @ﬁ

ednonses Proposal Finder -—

L)



Scheduling Online Meetings

Outlook for PC

1. Click Teams Meeting to add a Teams Meeting
link to the body of the invite.

2. Click Settings to adjust Lobby options for the
Teams Meeting.

OR

1. Click Add a Zoom Meeting to add a Zoom
Meeting link to the body of the invite.

2. Click Settings to open the Settings panel to
add additional security to the Zoom meeting.

UNIVERSITY
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File Meeting Scheduling Assistant

= Example Meeting - Meeting

Insert Draw

£ Search

Format Text Review Help

= . ]| - D
] L N T v = - om ‘?' 0 $
R
Delete Team Mesting Cancel 7 i AR | e 8 | B || arfnEe S New Insight: View
= = P 5 D,, 13 minutes v :
Meeting Motes Invitation Q e \L Meeting Meeting Poll Templates
Actions Teams Meeting | Meeting Motes Attendees Opti Tag: Voice Zoom FindTime Add-in | My Templates ~
ﬂVnu haven't sent this meeting invitation yet.
B’ From daniellevogel@usmie.com
Example Meetin
. Title P g
Required @ Jennifer Jury: © Shavonne Smith
Optional I
Start time Wed 471472021 ]| 930AM || Central Time (US & Canada) +|  [] All day & Timezones
End time Wed 4/14/2021 []] 1000 AM w || Central Time (US & Canada) w| <2 Make Recurring
Location Eo\ Room Finder

In Shared Folder Q Calendar - daniellevogel@usmie.com

L)



Scheduling Online Meetings

= B Colendar - Olson, Danielle - Qutt X | -
O l ,It | O O k O n t h e We b <« G al https://outlook.office.com/calendar/view/month B vs V= 3
»

B> Send i Discar d [F Scheduling Assistant Busy ~ <J Categorize ~ [&] Response options ™

1. Click Skype/Teams dropdown menu.
2. Send |nV|te. iC3 Example Meeting
3. Edit invite to set meeting preferences. 8 @) DonicteOvon <aicerogeiGusmicon

Calendar

4/16/2021 S00AM  ~ to B30AM ~ @ Aldy(@ )

OR

Free: No time suggestions found. Open Scheduling Assistant

Repeat: Never ~

@ Search for a room or location

(8) Skype meeting ~v

1. ClickZoomicon > Add a Zoom Meeting in
upper menu bar to add a Zoom Meeting link
to the body of the invite.

2. Click Zoom icon > Settings to open the e s f 2 iDe:
Settings panel to add additional security to i me b en
the Zoom meeting.

Remind me: 15 minutes befaore ~~

UNIVERSITY
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Scheduling Online Meetings

Outlook for Mac

1. Click Teams Meeting to add a Teams
Meeting link to the body of the invite.

2. Sendinvite.
3. Open meeting and click Meeting options

to adjust Lobby options for the Teams
Meeting.

OR

1. Click Add a Zoom Meeting to add a Zoom :
Meeting link to the body of the invite. Skype  Teams Add a Zoom Settings

Meeting Meeting Meeting
2. Click Settings to open the Settings panel to
add additional security to the Zoom
meeting.

UNIVERSITY
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Meeting Insights

Meeting Insights uses built-in Al to provide relevant content for a meeting. (Documents, emails, PPTs, etc.)
It can currently be found in more than 40% of all Outlook mobile and Outlook on the web meetings.

B Calendar - Danielle Olson - Out. X | = - el &
&« & () https://outlook.office.com/calendar/view/m... @ Appavailable B 75 [E ® @ @ o= 4
u O O O I I e We ) 0365 \W HTO @School EJ HTO Medical B MSFTTechBlog [ EDUBlog @ Policarpio [ Office 365 Reference [ TweenTribune > | B Other favorites
S N\
/O e
L A iy - -
= m 5 Today J April 2021 v £ Month v |2 Share v &h Print
' April 2021 A2 M Tuesday Thursday F Saturday
. . SEEMESTESWERTR TS Mar 28 29 30 31 Apr 1 2 3
‘Q' Meet"]g |I‘I5Ight5 28 20 30 31 1 2 3 T&1C 8 Taic o8 Taic 28 Taic B HsSpring Party Danielle 000-Go  T&1C &8
Here's information vo iaht find relevant to this event. You'll onk have access to 4 5 6 7 8 9 10 10 AM K12 Debrief ~ 10:30 AM Weekly| 11 AM SharePoint T &1C 5 T&I1C (i}
ere's information you might find relevant to this event. You'll only u have access to. = s
1o 0 518 17 PM MLCWee <> 11 AM Mary Onbo
Emails 18 19 20 21 22 23 24
25 26 27 28 29 30 1 4 5 6 7 8 9 10
Saleh, Hanadi 2 3 4 5 6 7 8 T81c B Taic A Teic 28 Tic C/ Taic 8 Teic 28 T8¢ B
Sent at 4/12/202 9AM Chiropra (Y  9:30 AM Caree St 1PM Sy MDCFact 10 AM Calendar Pl 9:30 AM Mary/Dar
Efl /Addcalendar 230 PM Quickest<  230PM MLCPayn 3 PM Internal I ) 1 PM MDC Teams
. - . o
RE: Friday Teams Training Video ... 3PM West & C St
Thank you so very much!!! From: B My calendars 11 12 13 Apr 14 #* 15 % 16 ¥ 17 %
you 50 Very ch!!! From:
Danielle Olson © Calendar T&lC Z8  Tailc Z8  Taic Z8  Talc &0 Teic & T&1C o8 Taic c8
L) LA
A . g 830 AM EasthN Y 930 AM Caree I 8:30 AM MLC catel 8AM Example Me 9 AM Katy ISD (&
<dan VO usmie.com> Sen
ganislievogel@usmie.com> sent taitec State=hofidays 1PMMLCWee > 1030 AMMBRSyr 4 PM 45 min Inter 12PM B MLC Sur
Birthdays 2 PM Private A
Florida Gators 18 ¥ 19 20 21 22 23 24
T&lC B Teaic o8 Taic o8 Taic o8 Taic o EmmaFlea&H©S T&IC L2
\/  Other calendars 9AM TechTalk:Ca 030 AM Caree: &5 9 AM Read to H's ¢ Te1C SO
9 AM Chiropra (11 AM @ Example 3 PM MLC Inte XY 8:30 AM OTO NTS!
Planner-Team Planning
2 PM & Example |
Calendar
25 26 27 28 29 30 May 1
ya ~ ~ ~ ~ ~
< | Peapie's calendars Taic 8 Teic SO Teic O T8 O TEIC Telc S8 T O
12 PM Dean Follov  9:30 AM Caree 10 AM WV DOE - ¢
I DII" 7ERSITY 1PMMLCWee 1PMCFISD Int 2 PM Microsof

OF MIAMI
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https://www.microsoft.com/en-us/research/blog/meeting-insights-contextual-assistance-for-everyone/

Meeting Insights

Meeting Insights uses built-in Al to provide relevant content for a meeting. (Documents, emails, PPTs, etc.)
It can currently be found in more than 40% of all Outlook mobile and Outlook on the web meetings.

Outlook Mobile App

’ 2 Microsoft Teams Meeting _|

i Teams Meeting Join

Saleh, Hanadi
© wsaleh@mdc.edu
T&1C

Mary/Danielle Powwow
10 AM

Meeting Insights

Here's information you might find relevant to
this event. You'll only see content you have
access to.

11 AM

@ Saleh, Hanadi  Monday 12PM
RE: Friday Teams Traini...
Thank you so very muc...

1PM
Hold: MDC  MDC Teams
Teams Meetings

2 PM Training Training

© Microsoft Ti : Coffex
Q with |

Show More
No Alert, Busy

=

Q o

UNIVERSITY
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https://www.microsoft.com/en-us/research/blog/meeting-insights-contextual-assistance-for-everyone/
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Calendar Sharing

Recommended best practice for sharing your calendar is to use Outlook on the web (OWA).

= m]

B Calendar - Danielle Olson - Outt X | =

O I I I | O O k O n I h e We b < C 3 https://outlook.office.com/calendar/view/month Q@ B 79 B ©® B @ o= é
() 0365 |\ HTO@School 5 HTOMedical B% MSFTTechBiog [ EDUBlog @ Policarpio [ Office 365 Reference [ TweenTribune > | B Other favorites

P sl w /, ® @ & 0 & 2 < )
. . . ! =l New event B Today L April 2021 v = Month v 12 Share v & Print
1. Click Share. (Drop-down will appear if more than one calendar)
N April 2021 ™~ 4 Sunday Monday Tuesday Wednesday Thursday Friday Saturday

2. Type in the name or email address of the person you'd like to 2w W s s )
Sharethe CaIendarWith. 28 29 3 31 1 2 3 Teic S8 Talc 8 Teic 8B Taic ) HsSpring Party Danielle 000-Go T&1C 5

4 5 6 7 8 9 10 10 AM K12 Debriel ~ 10:30 AM Weekly | 11 AM SharePoint T &1C o8 Taic 2858
3. Select permissions:

e
1 o121 149 16 17 1PM MLCWee > 11 AM Mary Onbo

18 19 20 21 22 23 24

C n V| ” d t | 25 26 27 28 29 30 1 4 5 6 7 8 9 10
- a ewa e al S 3 4 5 6 7 8 T&lC o8 Taic o8 Taic o8 TaIcC o8 Taic o8 Taic o8 Taic (e
. It 9AM Chiropra () 930 AM Caree: Y 1PM &\ MDCFac 10 AM Calendar Pl 9:30 AM Mary/Dar
- C a n VI eW w h e n I m b u Sy B Add calendar 2:30 PM Quickest<  2:30PM MLCPayn 3 PM Internal I 5 1 PM MDC Teams
. . . 3 PM West & C ¢ 4 PM Microsoft Le
— Canview titles and locations | iy catornn ; . . . S T o y
C d' @ Calendar T&IC 8 Taic S5 Taic 8 Taic o8 lmeie Sy TaIC 25 TEic 5
- an edil t ) 830 AM EastN Y 930 AM Caree > 830 AM MLC catcl 12PM B MLCSur 9 AM Katy ISD (3
Rl lates oty 1PMMLCWec S 1030AM MBRSyr 4 PM 45 min Inter: 2 PM Microsof
— Delegate — 2P e A
4 C | . k sh Florida Gators 18 & 19 °: 20 21 22 23 24
. IC are' T&IC Z8 Taic 28 Taic o8 T8C o8 Taic OB  EmmaFlea&HZ  T&IC Z8
\/ Other calendars 9AM TechTalk:Ca  9:30 AM Caree & 9 AM Read to H's ¢ Te1e 58

5.  Once the contact accepts the shared calendar, it will appear in S Chtoprs B 1AM Dt 3 M e
their list of calendarsunder People’s calendars.

/ People’s calendars 25 26 27 28 29 30 May 1
0 ~ : , ~Q
Desirea Daniels T&IC Cb  T&ic Z8  Danielle 000 T&I1C o8
12PM DeanFollov T &1C 28 T8iIcC ZA Taic 8 April ATU Recaps C
IR 1PM MLCWee > 9:30 AM Caree: > T&1C &8
|2 B8 £ B 1PM CFISD Int . &
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Publishing a Calendar

Publishing a calendar creates a unique URL that people outside your organization can use to view your calendar.

= 5]

B Calendar - Danielle Olson - Outl X | BE Send meeting availability in Out X | B Introduction to publishing Inter= X | =

O u t | O O k O n t h e We b (o (@] (3 https://outlook.office.com/calendar/view/month @ B s B @@ B @ §= é

) 0365 \W HTO @School EF HTOMedical RS MSFTTechBlog [ EDUBlog @ Policarpio [J] Office 365 Reference || TweenTribune > | [) Other favorites

f - 1 — - —_—~

Click the settings icon a . =l New event B Today 1 I  April2021 v & Month v |2 Share v (51 Print
Cllck View a" outlook SettingS. N Apri|2_021 _ ™ Sunday Monday Tuesday Wednesday Thursday Friday Saturday

S M w F s Mar 28 29 30 Apr 1 2 3
Select Shared calendars from the middle panel ® B W23 Taic Of raic O8 Taic OB Taic 08 Wsmgrey omdeoo o Taic O

4 5 6 7 8 9 10 10 AM K12 Debrief ~ 10:30 AM Weekly | 11 AM SharePoint T &1C Sﬁ@&lc 25

Use the “Select a calendar” drop-down under the Publish a R SR S——

18 19 20 21 22 23 24

calendar heading. s ow w4 : ‘ . s . 10

A wpn =

2 3 4 5 6 7 8 T&lC o8 Taic o8 Tailc o8 Taic 8 Taic o8 Taic o8 Taic ch
5 . Se I ect pe rm | SS| ons. 9AM Chiropra [} 9:30 AM Caree Y 1PM S\ MDCFact 10 AM Calendar Pl 9:30 AM Mary/Dar
B Add calendar 230 PM Quickest« 230 PM MLCPayn 3 PM Internal I Y 1 PM MDC Teams
_ Can VieW When Ilm busy 3PM West & C R 4 PM Microsoft Le
My calendars 1 12 13 14 m 16 17 X2
—_ Can view tltles and Iocat|ons © Calendar Telc OF Taic OB T S8 Tteic S8 Taic S8 Taic S8 Tt S8
. 830 AM Easth X! 9:30 AM Career & 830 AM MLC catct 12PM B3 MLCSui 9 AM Katy ISD (§
_ Ca n Vi ew a | | deta i | S piuiled ates hotcsyS 1PMMLCWee S 10:30AM MBRSyr 4 PM 45 min Inter 2 PM Microsof
Birthdays 2PM Private A (3
6. C | I1C k Pu blish Florida Gators 18 219 ¥ 20 21 22 23 24
T&iC 28 Teic 28 Taic 28 TeiIcC ZA  Taic Z8 EmmaFlea&H T&IC Z8
\/  Other calendars 9AM Tech Talk: C2 ~ 9:30 AM Caree: &5 9 AM Read to H's ¢ T81c 8
9AM Chiropra 11 AM % [Draft]E 3 PM MLC Inte 5 8:30 AM OTO NTS!
. Media Law & Ethics
Calendar Link Typ
a en a r In es /' People’s calendars 25 26 27 28 29 30 May 1

- HTML: Add to a website or share via email (opens in a browser) e e (B e B e | taic 08
12PM DeanFolloy T&1C 8 T81C B 11PM April ATU Recaps Due EOD - 1

- |CS DOWH|Oadsa Ca|endal’fl|e and can be added tO OuthOk | St tinnias 1PMMLCWee & 9:30 AM Caree: T&iC <8 Taic <8

|12 B & ¥ $% 1PM CFISD Int & &
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https://support.microsoft.com/en-us/office/introduction-to-publishing-internet-calendars-a25e68d6-695a-41c6-a701-103d44ba151d

Calendar Delegates

Recommended best practice for assigning calendar delegates is using Outlook on the web (OWA).

Outlook on the web

1. Click Share. (Drop-down will appear if more than one
calendar)

2. Type in the name or email address of the person you'd
like to share the calendar with.

3. Select Delegate from the share options.
4. Decide if delegate can view private events.
5. Click Share.
6. Select who will receive and respond to invitations.
Calendar Delegates can ONLY be
added to a primary calendar
UNIVERSITY

OF MIAMI

Sharing and permissions

Calendar

Send a sharing invitation in email. You can choose how much access to allow and change access

settings any time.

milcstudent60

mlcstudent60@usmie.com | Delegate

I:‘ Let delegate view private events

Inside your organization

Delegates

Delegates can view, create, modify and delete items. They can also create meeting requests and

respond to meeting invitations on your behg

Send invitations and responses to:

mlcstudenttl
mlcstudent6D@usmie.com

Inside your organization

Delegate and send me a copy

Delegate only

Delegate and send me a copy

Both my delegate and me

i)
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Additional Calendaring Features : Categories

Use categories to color code your calendar. Categories can be created in OWA or the Outlook Desktop

App and sync across platforms.

Outlook on the web

Click the Settings icon ‘a

Click View all Outlook settings.
Select General > Categories.
Select + Create category.

Name category, select color > Save

Create event and select category before
sending eventinvite

o Uk W=

UNIVERSITY
OF MIAMI

L)

B Calendar - Danielle Olson - Qut: X | =
51 https://outlook.office.com/calendar/view/workweek

B v B ® B

MSFT Tech Blog H EDUBlog ¥ Policarpio ﬂ Office 365 Reference

| 7

f5] Today € =  April 12-16,2021 v

J 0365 W HTO @School EF HTO Medical g% > | [ Otherfavorites

@ 6 B L@

= Work week ~ & Share v £ Print

8 19 20 21 22 23 24 EMLCSummErPDPI.

26 27 28 29 30 1

I MLC Weekly Intern £ I Rough Draft Peer Revi
[ )

I Microsoft Group A &

United States holidays
I 45 min Intervals & Arm

=]

=1
o
w




Additional Calendaring Features : Categories

Use categories to color code your calendar. Categories can be created in OWA or the Outlook Desktop

App and sync across platforms.

Outlook on the web

Click the Settings icon ‘a

Click View all Outlook settings.
Select General > Categories.

Select + Create category.

Name the category and select a color.
Click Save.

Create event and select category before
sending eventinvite.
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Additional Calendaring Features : FindTime

FindTime helps people reach consensus on a meeting time. The organizer proposes one or more times to
attendees so everyone can vote. Attendees see the dates and times that work best for everyone. After
consensus is reached, FindTime can send out a meeting invitation on behalf of the organizer.

© @ Mail- Danielle Olson - Outlook X | -+ - a 2
Outlook On the Web &« C @ https//outlook.office.com/mail/compose/AQMKADEOYZkzYTIRLTYVjitND... & Y6 E @ B @ = R
() 0365 |\ HTO @School §J HTOMedical B MSFTTechBlog [ EDUBlog % Policarpio [J] Office 365 Reference [ TweenTribune > | B Other favorites
| i oueor oo / 4 B W& U8 7 <M
— A - - D
= B Send [ Attach v @ Encrypt [ii] Discar d - ()
1. Create a new email and add details. S G bl 5 @S % @
2. Click the ... in the send bar at the bottom of the email b
= Sent ltems O [Draft] Glenda Michayla; Oscar Blain ce
. . Grant Prop in 49 PM
3. Select FIndTIme. z Drafts 51 ;Ze;:g::‘f::lsr;j:jtsoiﬁeIlmetoworkj}nc.,,‘ I
. . P - Lact month Grant Proposal Meeting
4. Select the meeting settings.
v Fold (O} ]
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Additional Calendaring Features : FindTime

FindTime helps people reach consensus on a meeting time. The organizer proposes one or more times to
attendees so everyone can vote. Attendees see the dates and times that work best for everyone. After
consensus is reached, FindTime can send out a meeting invitation on behalf of the organizer.

Outlook for PC and Mac = ;

| s u oA S | N | e, | | | | |t | v
. . = From fanielle.vogel

1. Create a new email and add details. i | [0 ] oo

2. Click New Meeting Poll in the Message ribbon.

3. Select the meeting settings. I

4. Click a few suitable meeting times and send the email. |
MrS.O\sorJ

— Can enable “Schedule when attendees reach consensus.”

Danielle Qlson | MLC Program Manager
m. 772-713-3499 | @CyberSavwyGirl

d

Wait for everyone to respond.

o

Click Schedule in response emalil

7. Click New meeting beside the meeting date/time that
works for the majority to schedule the event
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https://findtime.microsoft.com/

Additional Calendaring Features : Resource Calendars

Resource Calendars are calendars that appear in the Global Address List and allow for automated or
moderated booking a resource, such as a conference room or piece of equipment.

Outlook, Outlook on the web,
Outlook for iI0OS/Android

1. Create meeting.

2. Add meeting details; including the resource as an
invitee.

3. Scroll to find time all invitees can meet.

4. Click Appointment to go back to the meeting
details.
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OF MIAMI

G Address Book: All Rooms
File Edit Tools

Search: @ Name only O More columns  Address Book

Go |AII Rooms - @miami.edu v| Advanced Find
| Name Location Business Phone Capacity Descrip|

| 4139 RMSB RoonfPS
- | Admission Conference Room 1... Whitten UC 1210M 18 Roon
| Admission Presentation Room ... Whitten UC 1201 75 Roon
| Adv Newman Conference RM 3... Advancement (305) 284-3876 18 Roon
| BPEI Jose Berrocal Auditorium/... BPEI 305-326-6151 162 Roon
| BPEI Stanley H. Arkin Executive ... BPEI Stanley H, Arkin  305-326-6442 25 Roon
| BPEI Stanley J. Glaser Boardroom BPEI Stanley ). Glaser 305-326-6511 20 Roon
| BRB 3rd FL Atrium 50 Roon
| BRB 5th Floor Conference Room 25 Roon
| BRB Break Room 20 Roon
| BRB Conference RM 381 20 Roon
| BRB Conference RM 409 35 Roon
| BRB Conference RM 607 15 Roon
| BRB Conference RM 611 15 Roon
n Campo Sano 110A 305-284-4087 6 Roon
n Campo Sano 201 305-284-4087 30 Roon
3| Campo Sano 215E Campo Sano 215E 305-284-8783 8 Roon ¥
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NEXT STEPS

-
Visit Our Tech Talk Page
TECH THAT WORKS FOR U You can see today’s presentation and past Tech Talks at

A TECH TALK SERIES HIGHLIGHTING .
PRODUCTIVITY TOOLS AVAILABLE AT UM @ | 1it.mlami.edu/TechTalk

N T Vs Our Next Tech Talk

Email Blasts — Do's, Don'ts, and Important Tips
V x Tuesday, May 18, 2021
Virtual
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OF MIAMI

L)


it.miami.edu/techtalk

FEEDBACK SURVEY

Give Us Feedback

Fill out our survey and let us know
how we're doing

Scan the QR code to the right
using your phone’s camera

https://bit.ly/3906bZp

UNIVERSITY

J



https://bit.ly/39o6bZp

GET IN TOUCH WITH US

Get In Touch With Us

it. miami.edu/techtalk

>4 techtalk@miami.edu
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mailto:techtalk@miami.edu
https://it.miami.edu/techtalk

Thank you
for attending!




