Poway High School Electronic Calendars

Microsoft Outlook Web Access
Poway High Lab Calendars
· Open Web Outlook email
· In the left column, click Public Folders Icon
· Click the + in front of PHS
· Click once on the calendar of your choice 
To create an appointment on Computer Lab calendar:

· The right column is divided into 2 sections.  

The left section shows the sections of time, in 30 minute increments, on the date selected. (The calendar always opens to today’s date.)  

The right section shows a calendar of dates.  The dark days show that appointments have been scheduled on these dates.  The light dates show days where nothing is yet scheduled.

· In the right section, click once on the date in which you would like to schedule time in the Computer Lab
· In the left section, point to the section of time in which you would like to arrive in the lab and double click. 
· In the Appointment window, click in the Subject field.  Type in your last name and in parentheses type the exact time slot you will be using or the period you’ll be using.
· In the Start Time field highlight the listed time and replace with the time you need. (ex. 8:45 am)  In the End time highlight the listed time and replace with the time you will complete your class. (ex. 9:15 am)  MAKE SURE THERE IS NO CHECKMARK IN THE SELECTION “ALL DAY EVENT”. (even if it’s an all day event)
· The “Show Time As” field should display Busy
· In the toolbar, click Save and Close.  Your time is now scheduled.

· IF AT THE LAST MINUTE YOU CANNOT USE YOUR TIME PLEASE REMOVE YOUR APPOINTMENT FROM THE CALENDAR.

Only the scheduler or Calendar Administrator can delete or edit time slots.
To Delete an appointment from the calendar:

· Open the appropriate Lab calendar and select the day of the appointment you wish to cancel
· Click one in the appointment time to select
· On the toolbar click on the X (Delete) tool

· Click yes to confirm deletion
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