Blocking Out Your CalAgenda

By filling your CalAgenda with a repeating daily meeting, you prevent others from accidentally using it to
schedule meetings once you’ve switched to Outlook Calendar.

1. Open CalAgenda

2. Goto today’s date and double click to create an appointment.

3. Title the appointment “Using Outlook Calendar. View my Outlook schedule or email me.”
4. Inthe Location field, enter your email address: (kathleen_harris@haas.berkeley.edu).

5. Un-check the “Remind me” box to the right of the title. (You do NOT want to receive a reminder every
day)

6. Start time should be your usual work start and end time.
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7. Before hitting “OK,” you need to make this appointment repeat on a daily basis. Click the
“Repeating...” button.

8. Under “Frequency”, there is a box that may already have ‘Weekly’ in it.
9. Click the down arrow and click “Daily.”

10. Under “Start and end dates,” change the “Until” date to December 31.
11. Click “OK” to close the “Repeating” pop-up box.

12. The meeting will look like this:
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13. Click “OK” to close this window — This may take up to 8 seconds to complete
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14. Go to CalAgenda to be sure every day is blocked and each day has the message you entered.
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Congratulations — You have successfully blocked out your CalAgenda, and now you can leave
it forever as you work in Outlook Calendar!



