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[ ]
IT Cha m plon A fresh approach to IT support and expertise.

Your IT experts Supporting all our users
Our support technicians, service delivery Under your organisation’s support plan users
team and technology leads all hold have access to lots of resources so you can get
certifications in IT Support, cyber security and the most out of us.
network infrastructure. With decades of *  Support from Monday to Friday from
experience in the real world that enables us 7.30 am - 6.30pm

to fix an IT query quickly.
cley el Yy *  Front line support within an average of 35

seconds
2 * FREE monthly Cyber Awareness trainin
HE Microsoft el 7
Solutions Partner * FREE monthly tips and tricks
Modern Work * Client area — handy guides and links to

\_ resources

it-champion.co.uk/client-area
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Desktop versus Online

Biggest differences
* Calendar filtering — type of entry
* Suggested meeting time — internal only

* Toggle as a Teams meeting — settings can
change to Zoom etc

* Spilt view and overlay — desktop superior
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Types of calendars

Calendar - kathyt@Ilucernepubintl.com - Outlook
M y C a | e l l d a rS File Home Send / Receive View Help Adobe PDF Q  Tell me what you want to do

E New Appointment ﬁ; New Meeting v | [ New Teams Meeting ‘ Today Next 7 Days E Day E Work Week Week Month E Schedule View ‘ -+ Add~ @ Share ¥
[} [}

A calendar that is associated to a mailbox . N
you have access to <SU o TCpr\illvim'?H R SA> <« > April 22-26,2019  Washington, DC. - A7 Tt G Temorow Saturday [ searcn Curent rotger | O
31 1 2 3 4 5 6 MONDAY TUESDAY 'WEDNESDAY THURSDAY FRIDAY
7 8 9 07 11 12 13 22 23 24 25 26
14 15 16 17 18 19 20 Sales Training; Conf Room Baker; K...

Paris  East Co Seattle

Shared or People’s ot Lo 2

1 2 3 4 ™~ " "
3| gm| g

A calendar that has been shared with you. a0 |7

[ Birthdays 6 [12%| 9 FW: Meeting -- Daily Standup; Co.  FW: Meeting -- Daily Standup; Co o FW: Meeting -- Daily Standup; Co.z ~ FW: Meeting - Daily Standup; Co o
Leadership Team Prep
Conf Room Adams
G r O U p [ Other Calendars 7 | 1 |10 | MarketPian Review Grady Archie Engineering round table
Microsoft Teams Meeting Microsoft Teams Meeting
Lee Gu :hr'v‘f':ng M;:tl\g Lee Gu
onf Room Baker
[] Shared Calendars 8 > |1 10n 1 Adele; My Office Nestor Wilke

A calendar linked to an Office 365 group.

~[] All Group Calendars .
[ Marketing

[ Engineering 10 4 1 Daily Sync; Teams; Miriam Graham .
[ Research And Development

11 5 2 Team Meeting
Conf Room Rainier
FW: Meet for launch planning ; M. FW: Meet for launch planning : Ms%  Joni Sherman FW: Meet for launch planning ; M o
Rooms 2 6 | 3
= _
Conf Room : Conf Room Adams
M 1 7 4 Adams Quick update on Miriam Graham
A calendar linked to resource

‘ Z* o
2 8 5
3 9 6

M B P o
& 4 |10 |7 .
[J98.9GBFree Items: 24 All folders are up to date.  Connected to: Microsoft Exchange m = 1 + 100%
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Desktop Share a calendar

. g -

Open Calendar  E-mall

szzs B Mz N VA
Share JPublish Calendar

Calendar ~ Groups~ CalendarCalendar|Online - Permissions

Manage Calendars

Share

Open Calendar
Calendar ~ Groups ~

Manage Calendars

Q
E-mail Share Publish
Calendar Calendar Online

Share

@
.V\
s
Calendar
Permissions
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Desktop Share a calendar

i —

Open  Calendar
Calendar ~ Groups~

Manage Calendars

= [Em
=7 | te
E-mail | Share

Calendar|Calendar

Publish  Calendar
Online -~ Permissions

Share

=3

send

To...

Subject

Sharing invitation:

Calendar

Request permission to view recipient's Calendar

v Allow recpient 1o view your Calendar

Crtal".l Full details

Fel

[SS S S S8 S

Calendar

Microsoft Exchange Calendar

Includes the availability and full details of calendar items
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Desktop Share a calendar

General  Home Page I Permissions I Synchronization

Open Calendar
Calendar ~ Groups ~

Manage Calendars

AT :‘Dij: 1 1

[=|2] e O
E-mail Share Publish

Calendar Calendar Online

Share

o
&

Calendar
Permissions

Name Permission Level ™
B . @Contoso.com Custom
t —r Reviewer
Anonymous None -
< >
Add... Remove Properties...
Permissions
Permission Level: | Reviewer v
Read Write
None [ ] Create items
() Free/Busy time [ ] Create subfolders
Free/Busy time, [ ]Edit own
O rree \
subject, location [ Edit all
(®) Full Details
Other Free/Busy...
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Sharing a calendar via Outlook online

=  Home View Help

Day v (%) Work week | (1] Week Month

= Filter v

(& Share v} © Print

(& Share ¥ (& Print

@ Calendar

@ ctngland and Wale...

Sharing and permissions

Calendar

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

settings any time

Enter an email address or contact name

Inside your organisation

People in my organisation

Glenn Gould
glenn.gould@it-champion.co.uk
Matt Phillips
matt.phillips@it-champion.co.uk

Sam King
sam.king@it-champion.co.uk

’ Can view titles and locations

l Can view all details

| Can view all details

‘ Can view when I'm busy
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Sharing a calendar via Outlook online

—  Home View Help

Day v (%) Work week | (1] Week Month = Filter v J§ & Share v & Print

Sharing and permissions X
& Share ¥ (@ Print Calendar
v
Mylcalendars . Calendar Send a sharing invitation in email. You can choose how much access to allow and change access

settings any time
@ calendar 4PM @ ctngland and Wale...

Show this only Enter an email address or contact name
Show all

Sharing and permissions

Colour > Inside your organisation
Charm > .
People in my organisation Can view titles and locations v
ﬂ Glenn Gould Not shared o
glenn.gould@it-champion.co.uk x
Can view when I'm busy
Move to > | Matt Phillips o}

matt.phillips@it-champion.co.uk Can view titles and locations

e Sam King Can view all details T

sam.king@it-champion.co.uk

Can edit
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Sharing a calendar via Outlook online
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Using Outlook online to add a shared calendar

]

2]

O O @ <

® @ ® o ®© ® @ <

Add calendar

Go to my booking page

My calendars
Calendar

Birthdays

England and Wales Cri...

People's calendars
Matt Phillips

Glenn Gould

ITC Holiday Calen...
Sam King

Shaun Gould

Dan Cauchois

Jack Hallowes

Add calendar

Q

@
&

®

ce

Recommended

Add personal calendars
Edit my calendars

Create blank calendar

Add from directory
Subscribe from web

Upload from file

Holidays
Birthdays

Sports

Looking for additional
calendars?

Yes No

Create one beautiful

view of work and life.

Connect your work and personal calendars

Add personal calendars
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Using Outlook online to add a shared calendar

]

2]

O O @ <

® @ ® o ®© ® @ <

Add calendar

Go to my booking page

My calendars
Calendar
Birthdays

England and Wales Cri...

People's calendars
Matt Phillips

Glenn Gould

ITC Holiday Calen... m
Sam King

Shaun Gould

Dan Cauchois

Jack Hallowes

Add calendar

J-®

i

f=|

®

ce

Recommended

Add personal calendars
Edit my calendars

Create blank calendar

Add from directory
Subscribe from web

Upload from file

Holidays
Birthdays

Sports

Looking for additional
calendars?

Yes No

Add from directory

Please select an account to search from:

caroline.ellis@it-champion.co.uk
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Using Outlook online to add a shared calendar

]

2]

O O @ <

® @ ® o ®© ® @ <

Add calendar

Go to my booking page

My calendars
Calendar
Birthdays

England and Wales Cri...

People's calendars
Matt Phillips

Glenn Gould

ITC Holiday Calen...
Sam King

Shaun Gould

Dan Cauchois

Jack Hallowes

Add calendar

Q@ Recommended

®

Add personal calendars

NI

Edit my calendars

oi

Create blank calendar

£ Add from directory
@ Subscribe from web

[3 Upload from file

® Holidays

£ Birthdays

& Sports

ce

Looking for additional

calendars?
Yes No

Add from directory

Please select an account to search from:

caroline.ellis@it-champion.co.uk

vV

Select a person, group or resource from your organisation’s directory to view the associated calendar.

Suggested contacts

e‘

Matt Phillips
matt.phillips@it-champion.co.uk
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Using Outlook online to add a shared calendar

]

2]

O O @ <

® @ ® o ®© ® @ <

Add calendar

Go to my booking page

My calendars
Calendar
Birthdays

England and Wales Cri...

People's calendars
Matt Phillips

Glenn Gould

ITC Holiday Calen... m
Sam King

Shaun Gould

Dan Cauchois

Jack Hallowes

Add calendar

Q

J - ®

ol

®

ce

Recommended

Add personal calendars
Edit my calendars

Create blank calendar

Add from directory
Subscribe from web

Upload from file

Holidays
Birthdays

Sports

Looking for additional
calendars?

Yes No

Add from directory

Please select an account to search from:

caroline.ellis@it-champion.co.uk

vV

Select a person, group or resource from your organisation’s directory to view the associated calendar.

Sam

O
O

Sam King
sam king@it-champion.co.uk

Sam Hallett
sam.hallett@it-champion.co.uk

Top 6 results
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Using Outlook online to add a shared calendar

]

2]

O O @ <

® ®© © o ® ® o <

Add calendar

Go to my booking page

My calendars
Calendar

Birthdays

England and Wales Cri...

People's calendars
Matt Phillips

Glenn Gould

ITC Holiday Calen...
Sam King

Shaun Gould

Dan Cauchois

Jack Hallowes

Add calendar

Q@ Recommended

®

Add personal calendars

0

Edit my calendars

]

Create blank calendar

£ Add from directory
@ Subscribe from web

[3 Upload from file

@ Holidays

/& Birthdays

& Sports

ce

Looking for additional

calendars?
Yes No

Add from directory

Please select an account to search from:

l caroline.ellis@it-champion.co.uk

Select a person, group or resource from your organisation’s directory to view the associated calendar.

e Sam King X

Add to

l People's calendars

Add
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A departed user’s calendar

Scenario

A user is leaving that owned and
looked after a shared calendar. You
need to keep or move ownership.

There is no such functionality, ownership is always
tied to the mailbox in which the Calendar resides,

in this case, your own. Sharing it will still leave you
as the owner.

* Contact us to help you with this issue.

* We have the expertise to allow a dedicated user
to have continuous access.
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Over to you...
Any questions?
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Hope you enjoyed the session

Why not join us for our next tips and tricks session?

www.it-champion.co.uk/it-training/monthly-tips-tricks/
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