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When scheduling meetings, you can determine the availability of most other ITCS Exchange Service
users — both their free time and when they’re busy. However, some people may prefer to not have
their free and busy times available to others.

To configure Outlook so that others cannot determine your availability:

1. Under the Tools menu, select Options.

Inbox - Microsoft Outlook
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2. In the Options window:

(a. Click Preferences_ e

Preferences |Mail Setup I Mail Format I Speling I Security I Other I Delegates I

E-mail

‘\; Zhange the appearance of messages and the way they are handled.
| Jurk E-mail... I E-mail Options. .. |

Zalendar

Zustomize the appearance of the Calendar,

v Default reminder: |15 minukes j Calendarrgptiuns... |

Tasks ait
(h. Click Calendar Dptiuns)

(] 4 | Zancel | apply |
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3. In the Calendar Options window, click Free/Busy Options.

Calendar Options X|

Calendar work week

| [ suon WM Mon W Tue VW wed IV Thu [V Fri [~ sat

First day of week: |Sunday ﬂ Start time: IS:OO AM j
First week of year: |StartsonJant  v| End time: |5 00 PM J

Calendar options
' ™ show week numbers in the Date Navigator

[V allow attendees to propose new times for meetings you organize

Use this response when you propose new meeting times: ITentative j

Background color: j Planner Options... | Add Holidays. .. |

I Use selected background color on all calendars

Advanced options

@ [V Enable alternate calendar: |Engllsh ﬂ |Gregorian ﬂ

wWhen sending meeting requests over the Internet, use iCalendar Farmat

Options. ..

Free/Busy Options. .. %l Resource Scheduling. .. | Time Zone... |

| OK I Cancel |

4. In the Free/Busy Options window:

Free /Busy Options ﬂ

Cpkions
@ Freefbusy infarmation is used by people sending meeting requests, to determing when

wou are available For meetings.,

Publish [0 (a. Enter 0 (zero) in the Publish field.)r

IUpdate free/busy information on the server every |15 minukes

Internet Free/Busy

[ Publish at ry location:

Search location:

(] 4 £ I Zancel |
‘ b. Click OK. ’

5. Close the Calendar Options and Options windows by clicking OK.




