
 
 

 

 
I. GETTING STARTED/BASIC CALENDAR CONFIGUATION 
 
DISABLE AUTO-DELETE 

The default setting in the Office 365 system is to move meeting invitations to the 
Deleted Items folder once you respond. To change this,  
 
1. Log into Office 365 by going to Outlook.uic.edu.  
2. Click on the SETTINGS gear at the top right of your window, then select 

OPTIONS from the drop down list. 

  
3. Select SETTINGS from the left menu bar, then select CALENDAR from the 

options at the top of your window.  
4. In the automatic processing area, be sure to UNCHECK THE BOX next to 

“Delete meeting requests and responses that have been updated.” Click SAVE. 
 



 
 

 

 
 

SET YOUR WORK HOURS 

1. Follow steps 1, 2, and 3 from Disable Auto-Delete, above. 
2. In the APPEARANCE area (shown above), set the appropriate settings for 

“Show your work week” and “Set your working hours.” Click SAVE. 
 

PRINT A PAPER COPY OF YOUR CALENDAR  

1. On your calendar, select the day, work week, week, or month you wish to print.  
2. At the top right side of your screen, click on the PRINT icon. 

  
3. In the window that opens, select which VIEW you want to print, as well as the 

layout (if available) and time choices.  
4. Click on the PRINT icon at the top of your screen.  



 
 

 

 
 
II. CREATING MEETINGS, APPOINTMENTS, AND DAILY 
NOTES 
  
CREATE A MEETING  

1. At the top left of your screen, click on NEW EVENT. 

 
2. Type in the meeting details.  
3. If needed, after listing the attendees, click on the SCHEDULING ASSISTANT 

link to find open times for the meeting (this works like the “open group agenda” in 
Corporate Time).  

4. Click SEND to send the invitation to the participants.  
 
CREATE RECURRING MEETINGS  



 
 

 

1. To create repeating instances for your meetings, click on the REPEAT drop 
down list inside the new event window.  

 
2. Choose one of the many options listed, or select OTHER to open the SELECT 

REPEAT PATTERN window. Note: the select repeat pattern window offers 
several different options than those listed inside the new event window. Set the 
From and To details (and always select an end date for the recurrence).  

3. Click SEND to send the invitation to the participants. 
 

CREATE AN APPOINTMENT  

An appointment is a meeting that includes just yourself.  
1. At the top left of your screen, click on NEW EVENT.  

 
2. Type in your appointment details. Leave the attendees area blank.  
3. Click on SAVE.  
 
 

 

 

 

 

 

 

 



 
 

 

CREATE A DAILY NOTE  

To put a notice on your calendar and/or someone else’s calendar (like the Daily 
Note in Corporate Time), please follow these steps.  
1. At the top left of your screen, click on NEW EVENT.  

 
2. On the EVENT line, type in the note message (for example, Your name - 

vacation day).  
3. On the ATTENDEES line, type in your name as well as the names of those that 

you would like to receive this note and have it posted on their calendar.  
4. In the DURATION drop down area, select ALL DAY.  
5. In the SHOW AS area, verify that FREE is selected from the drop down menu.  
6. Unclick the REQUEST RESPONSES check box.  
7. Click SEND to post the note.  
 
II. RESPONDING TO MEETING REQUESTS  

 
When you are invited to a meeting, a meeting request message (an e-mail 
messsage) will appear in your e-mail inbox. That meeting will also be placed on your 
calendar with the time blocked off as “tenative.” It is recommended that you respond 
to the meeting request by using the links included in the e-mail invitation. If you 



 
 

 

delete the meeting request message from your inbox BEFORE responding to it, 
you will also delete the “tentative” meeting from your calendar.  

 
 
 
 
SEND A MEETING RESPONSE  

In order for meeting organizers to know who will be attending a meeting, always 
send a meeting response (even if it is a tentative response). 

 

CHANGING YOUR MEETING RESPONSE  

After you have responded to a meeting, you can change your response by updating 
your response from the meeting entry on your calendar.  
1. Double-click on the meeting that you would like to update.  
2. Inside the meeting information window that opens, click on your desired 

response (Accept, Tentative, Decline), then select one of the response options 
from the drop down list. Your meeting response will then be updated in your 
calendar.  

 
ACCEPTING MEETING CANCELLATIONS  

If you receive a meeting cancellation message via e-mail, open the message and click on the 
REMOVE FROM CALENDAR button. Failure to click this button will result in the cancelled 
meeting still showing as an entry on your calendar. 

CREATING A MEETING INVITATIONS SUB-FOLDER  

If you would like to keep your meeting invitations separate from your main e-mail 
inbox, follow these instructions to set up a mailbox rule.  
1. Create a NEW FOLDER inside your inbox where you would like all of your 

meeting invitations to be stored.  
2. Click on the SETTINGS gear at the top right of your window, then select 

OPTIONS from the drop down list.  
3. Select ORGANIZE EMAIL from the left menu bar.  



 
 

 

4. Click on the + icon, then select CREATE A NEW RULE FOR ARRIVING 
MESSAGES.  

 
5. In the window that pops up (NEW INBOX RULE), click on the MORE OPTIONS 

link at the bottom of the window.  
6. Name your rule (we suggest MEETING INVITATIONS). In the *WHEN THE 

MESSAGE ARRIVES, AND: area, Select IT’S, then select OF THE TYPE. A 
small SELECT MESSAGE TYPE dialog box will open. Select MEETING 
REQUEST from the drop-down list, then click OK.  

7. From the DO THE FOLLOWING drop-down list, select MOVE, COPY, OR 
DELETE, then select MOVE THE MESSAGE TO FOLDER. Choose the name of 
the folder you created in step 1, then click OK.  

 
8. Click SAVE.  
 
Note: In OWA, you can also create a similar inbox rule to put all meeting responses in a 
separate folder as well. Instead of selecting MEETING REQUEST as the type in step 6 above, 
select MEETING RESPONSE. 

 
 SHARE YOUR CALENDAR 
To control what other faculty and staff can view on your calendar, you must set the 
Sharing Permissions for your calendar. 



 
 

 

1. Log into Office 365 by going to Outlook.uic.edu and logging in. 
2. Select your calendar by clicking on the CALENDAR button at the top right of 

your screen. 
3. Click on the SHARE button on the right side of your screen.  

 
4. In the SHARE WITH: area, type in the name of the person with whom you would 

like to share your calendar. Their name will now appear in a gray box below the 
SHARE WITH: area. 

 
5. Inside the gray box, you will notice a drop down list with five options listed. Select 

either AVAILABILITY ONLY, LIMITED DETAILS, or FULL DETAILS from the 
list. Click on the Send button at the top of this area to save your changes.  

 
 

 
 


