Setting the Schedule to be 50-minute meetings

Classic Outlook:

When Outlook looks like this:
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Setting the Schedule to be 50-minute meetings

Outlook Options

General

E Change the settings for calendars, meetings, and time zones.

Mail

Woaork hours and location ‘eate a more

Groups

Set kly schedule to let coll 4 h ) ilabl -
[‘?‘J Set up your weekly schedule to let colleagues know when you're available T - —

People and in the office. ouse (E
Tasks First day of week: | Sunday =

1 G
Search First week of year: | Starts on Jan 1

Language Calendar options

Accessibility F Add online meeting to all meetings | Meeting Providers...

Advanced Default duration for new appointments and meetings | 30 minutes ~
B i i =
Customize Ribbon B3 Shorten appointments and meetings: | End early
Less than one hour: | 5 minutes  ~

Quick Access Toolbar
One hour or longer: | 10 minutes ~
Add-ins Default reminders: | 15 minutes ~
Trust Center Allow attendees to propose new times for meetings
Use this response when proposing a new meeting times . Tentative ~
Add holidays to the Calendar: | Add Holidays...

Change the permissions for viewing Free/Busy

/B i /B
information: Free/Busy Options. Other Free/Busy.

Enable an alternate calendar 3
ynal culture

When sending meeting requests outside of your organization, use the iCalendar format

Show bell icon on the calendar for appointments and meetings with reminders

[ I I

Cancel

3.Click Calendar on the left side.
4.Check the box Shorten appointments and meetings
5. For Less than one: Use the drop-down menu and choose 5 minutes

6. One hour or longer: Use the drop-down menu and choose 10 minutes.
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New Outlook

When Outlook looks like this:

1.) Click on the Cogin the upperright corner.

Settings View Events and invitations
Events and invitations
Events from email Events you create
Customize actions

‘Work hours and location

&= Mail

Calendar
Default reminder

15 minutes before

Shorten duration for all events
End events early

Less than one hour:

5 minutes

One hour or lenger:

10 minutes

Invitations from other people

Delete invitations that have been updated by the organizer
[] Delete notific ou

Delete invitations from Inbox after responding

[1 Automatic lecling invitations that conflict wi
Click on Calendar
Check the box next to Shorten duration for all events.
For Less than one: Use the drop-down menu and choose 5 minutes
One hour or longer: Use the drop-down menu and choose 10 minutes.
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