Cheat Sheet - Outlook

How to use colors in the calendar in Outlook

What are you | How to do it? Where is it?
going to do?

Colors in the calendar are created of categories.

| B
Assign a Mark the item in the calendar (| ||
category to a view. Categorize
calendar item v
Click Categorize at the
APPOINTMENT tab.
Select the category you want to Clear All Categories
assign to the calendar item. i
B BI: kategori
[] Gulkategori
B Orange kategori
[ Red kategori
[ Gren kategori
i Al Categories...
TIP: You can also right-click the
item and choose Categorize from
the context menu.

Read more about personal planning in the book: Planlaeg bedre — fa mere tid

by Kirsten Andersen, Mariann Bach Nielsen and Claus Bekker Jensen

You can also read the book in English: Plan Better — Get More Time — www.planbetter.dk
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Create a new Open the calendar item you want

category color to give a category. [ ||

and assign it to [ ][]

a calendar item | Click Categorize at the Categorize
APPOINTMENT tab. s

Clear All Categories
Bla kategori

Gul kategori
Orange kategori

Red kategori

B EEC .

Gren kategori

Select All Categories. All Categories...

Click Add New Category.
Add New Category ﬂ

Write the name, and select color
for the new category. Name: |Meeting|

Color: IIZl Shortcut Key: | (None) v

Make sure that there is a mark in Name

the new category. (][ B3 kategori

[ [F] Gron kategori
[1[7] Gul kategori

[ ][] Orange kategori
[]1[F] Rod kategori
]
(v] [ Private .

Click OK to close and assign the
category to the calender item.

Read more about personal planning in the book: Planlaeg bedre — fa mere tid

by Kirsten Andersen, Mariann Bach Nielsen and Claus Bekker Jensen

You can also read the book in English: Plan Better — Get More Time — www.planbetter.dk
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|
Delete Select the item in the calendar. [ ][]
categories from Categorize
a calendar item | Click Categorize at the -

APPOINTMENT tab.

I Clear All Categories |

Select Clear All Categories. BI3 kategori

Gul kategori
Meeting
Orange kategori
Private

Red kategori

EEEE N N

Gren kategori

All Categories...

Set Quick Click...

Read more about personal planning in the book: Planlaeg bedre — fa mere tid

by Kirsten Andersen, Mariann Bach Nielsen and Claus Bekker Jensen

You can also read the book in English: Plan Better — Get More Time — www.planbetter.dk
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