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Calendar Web App

IJ Office 365

Sign in with your organizational account

- 1 Full isd email address goes here |
Your password goes here |

[T] Keep me signed in

G

Can't access your account?

Click the “waffle” in the upper left corner to select
the Office 365 web app you wish to use

e # | Office 365 Home
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Change calendar view

Office 365 Calendar
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~ My calendars
] Calendar
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=t Office 365 Calendar

H ok ¥ CANCEL
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Calendar appearance N
Choose how your calendar should look.

Show work week as:

DSH Ivcw Tue ‘-,’-."ec ThL Fri DS;I

Set your working hours.

Start time | 8:00 AM End time | 5:00 PM

Mote: Current time zone is (UTC-05:00) Eastern Time (US & Canada)

D Show week numbers in Month view
First week of the year | First day of the year -
First day of the week | Sunday -

Show hours in:

15-minute increments

@ 30-minute increments )

Office 365 settings

Calendar settings

Refresh
@Calendar appearance
Manage apps
Offline settings
Change theme

Options

Feedback
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@ H ok 2 CANCEL

Change theme*

You can change the look of Outlook Web App by selecting one of the available themes.
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# | Office 365 Calendar o n

@ Change theme

*This changes the theme for all Office 365 Web Apps

Office 365 settings

Calendar settings

Refresh
Calendar appearance
Manage apps

Offline settings

Options

Feedback

Office 365 Calendar
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Create a new calendar

~ My calendars

+@
Calendar
Type calendar
name here

ﬁhange calendar color

~ My calendars +
Calendar@
Share calendar
. /B
Color
A Gro +
Grou her.
Join
>
\ + Crea
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Automatic +
o |

@ New «

Share a calendar with someone else

P Search calendar 1 SEND X DISCARD

4 February 2015 E Share with:
s M T W T F §
1 2 3 4 5 6 7
8 g 1w n 12 13 14

15 1% 17 18 18 20 2

22 23 24 25 26“28

Janet Russeau

Subject:

Calendar:

~ My calendars +

Calendar

Begin typing recipient’s name here

Jjanet.russeau@monroeisd.us

Id like to share my calendar with you

Delegate
’ @

N

Full details - | X
Availability only
Limited details
v/ Full details

Editor

Calendar @
Oth , + @ Share calendar
Right

Click Permissions...

A Gro + Color >
Grou her.
Join
>
+  Crea
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Misc. Calendar Options

Office 365 Calendar o]

(® Options Office 365 settings
SHORTCUTS Ca|cndar thi(_',ns Calendar settings
FCENERAL Refresh
» MAIL

In this section, you can change settings for the following Calendar options:
4 CALENDAR
p—— ® putomatic precessing — Control how invitations, responses, and notifications are hanc Calendar a ppearance

® Text message notifications — 5 notifications about calen

ts directly to your
Manage apps

® Calendar reminders — Set default rema « for uar Calendar

# Weather — Choose to show or hide weathe:

Offline settings

® publish my calendar — Publish a specific calendar for athers to see.

» PEOPLE

There are also Calendar seftings that control how yous calendar looks, which are located in the Change theme the Gear icon.
OTHER

@ Options

Feedback
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