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A
‘Open/shared calendar

™
| |

Staff calendars must be partially open to colleagues:

* |n Outlook, the setting should be ”"Can view titles and locations” (Kan se titler og placeringer)

e All colleagues will then be able to see the time, place and title for the appointment

e Colleagues will not be able to see details such as participants and attachments

e |If you use your calendar for personal appointments as well. You may tick the private padlock. This
means that colleagues will only see that you are unavailable
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Setting up your calendar

1) Open your calendar
2) Right click on your calendar in the left menu
3) Select ‘properties’ (‘egenskaber’)
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Setting up your calendar Egenskaber for Kalender

Generelt Tilladelser  synkronisering

Deleri gjeblikket med:

Mavn Tilladelsesniveau

1) Open your calendar E— :

2) Right click on your calendar in the left menu

3) Select ‘properties’ (‘egenskaber’)

4) Click on ‘permissions’ (‘tilladelser’)

5) Change to ‘Can view titles and locations’ for ‘MyOrganization’

Tilf@j... Fiern
Tilladelser

De zndringer, du foretager i disse tilladelser, vil vaere geeldende
for alle i din organisation.
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Reserve time to do tasks

You can use the Outlook Calendar to reserve time to

| | | complete certain tasks.
' Fortzel mig, hvad du vil foretage dig

To ensure flexibility and to make it easier for others to

L - ' . B '\:'].-' D
e Vis som: |_D Forelabig ~| 1 _ arrange meetings, please make sure to indicate whether a
[\ Pamindelse: | [] Ledig Kateg  reservation is for a meeting or for a task for yourself:
[] Arbejder et andet sted « When naming the reservation, please write “OPG” or
[ ] Forelebig "TASK” followed by your description. Example: “TASK:
[0 Optaget complete the APV survey”
B Ikke til stede * Adjust the availability status to ‘Tentative’ (forelgbig) or

‘Free’ (ledig)

& Tidszoner
= z

This way you can signal to others that they may book
you for meetings, but still keep a reminder to yourself
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Indicate your place of work

In Outlook, the default setting is that you are working at SDU.

If you are working remotely, travelling or attending meetings out
of office, please make sure to note this in your calendar as this
will make it easier for colleagues to organize physical or online
meetings

Make sure to regularly update your calendars as you change
your working plans
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Indicate your place of work

nig, hvad du vil foretage dig
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» If you are working from another location that your regular office, o “j Optaget | O I C
create an appoint for the the specific time slot and name it ndelse: | [ Ledig Katec
‘Working from Home/Slagelse/DIAS etc.’ B Arbejder et andet sted
« Adjust the availability to “‘Working Elsewhere’ (Arbejder et andet [] Forelebig
Sted) |:| Optaget
« This setting will indicate that you are available for online B Ikcke til stede
meetings .
» Please also indicate your location in MS Teams when working
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Show when you are on holiday...

" Fortzl mig, hvad du vil foretage dig * Please create appointments for your holidays as well
vissom:  |[] Forelobig | Sy ] Example “Holiday / out of office”
£\ Paminde | [] Ledig T kateg  ° Adjust your availability to ‘Out of office” (Ikke til stede)
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